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'(3$570(17�2)�7+(�1$9<
&255(6321'(1&(�0$18$/�&2856(

16*7&�������������

7KLV� FRXUVH� ZDV� SUHSDUHG� E\� WKH
1DYDO� (GXFDWLRQ� DQG� 7UDLQLQJ
3URIHVVLRQDO�'HYHORSPHQW�DQG�7HFKQRORJ\
&HQWHU�� 1DYDO� 6HFXULW\� *URXS� 'LYLVLRQ�
3HQVDFROD�� )ORULGD�� LQ� UHVSRQVH� WR
UHTXLUHPHQWV� VWDWHG� E\� WKH� &RPPDQGHU�
1DYDO� 6HFXULW\� *URXS� &RPPDQG�� � 7KLV
WKUHH�DVVLJQPHQW� FRXUVH� LV� EDVHG� RQ� WKH
WH[W� 'HSDUWPHQW� RI� WKH� 1DY\
&RUUHVSRQGHQFH� 0DQXDO�� 6(&1$9,167
������'�

68&&(66)8/� &203/(7,21�� 7KH
TXHVWLRQV� LQ� WKLV� FRXUVH� DUH� GHVLJQHG� WR
KHOS� \RX� DVVLPLODWH� WKH� LQIRUPDWLRQ
SUHVHQWHG� LQ� WKH� EDVLF� WH[W�� � :H
UHFRPPHQG� WKDW� \RX� VWXG\� HDFK� UHDGLQJ
DVVLJQPHQW� WKRURXJKO\� EHIRUH� DWWHPSWLQJ
WR� DQVZHU� WKH� UHODWHG� TXHVWLRQV�� �:LWKLQ
HDFK� DVVLJQPHQW� WKH� TXHVWLRQV� DUH
VHSDUDWHG�E\� OHDUQLQJ� REMHFWLYHV� WKDW� DUH
UHODWHG� WR� WKH� TXHVWLRQV� WKDW� IROORZ�
6HOHFW� WKH� %(67� $16:(5� IRU� HDFK
TXHVWLRQ�� FRQVXOWLQJ� \RXU� WH[WERRN� DV
QHFHVVDU\�� � $OO� TXHVWLRQV� VKRXOG� EH
DQVZHUHG�RQ�WKH�EDVLV� RI� WKH� LQIRUPDWLRQ
FRQWDLQHG� LQ� WKH� WH[W� UHJDUGOHVV� RI
RSLQLRQV�� H[SHULHQFHV�� WHFKQRORJLFDO
FKDQJHV�� RU� RWKHU� GHYHORSPHQWV�� � :H
IXUWKHU� UHFRPPHQG� WKDW� \RX� FRPSOHWH
HDFK�DVVLJQPHQW�DV�TXLFNO\�DV�SUDFWLFDEOH
WR� GHULYH� PD[LPXP� EHQHILW� IURP� WKH
FRXUVH���<RX�VKRXOG�FRPSOHWH�DW�OHDVW�RQH
DVVLJQPHQW�SHU�PRQWK�

:KLOH�ZRUNLQJ�RQ�WKLV�FRUUHVSRQGHQFH
FRXUVH�� \RX� PD\� UHIHU� IUHHO\� WR� WKH� WH[W�
<RX�PD\�VHHN�DGYLFH�DQG�LQVWUXFWLRQ�IURP
RWKHUV�RQ�SUREOHPV�DULVLQJ� LQ� WKH� FRXUVH�
EXW�WKH�VROXWLRQV�VXEPLWWHG�VKRXOG�EH�WKH
UHVXOW� RI� \RXU� RZQ� ZRUN� DQG� GHFLVLRQV�
<RX� DUH� SURKLELWHG� IURP� UHIHUULQJ� WR� RU
FRS\LQJ� WKH� DQVZHUV� RI� RWKHUV�� RU� JLYLQJ
FRPSOHWHG�DQVZHUV� WR� DQ\RQH� HOVH� WDNLQJ
WKH�VDPH�FRXUVH�

$'0,1,675$7,9(� 352&('85(6�� $OO
HQOLVWHG�SHUVRQQHO� HQUROOHG� WKURXJK� WKHLU
ORFDO� 1$96(&*58� QRQUHVLGHQW� WUDLQLQJ
OLEUDU\� VKRXOG� VXEPLW� WKHLU� FRPSOHWHG
DQVZHU�VKHHWV�WR�WKH�WUDLQLQJ�SHWW\�RIILFHU
IRU�JUDGLQJ�DQG�DSSURSULDWH�VHUYLFH�UHFRUG
HQWU\�� � $OO� 1$96(&*58� QRQUHVLGHQW
OLEUDULHV� ZLOO� EH� SURYLGHG� ZLWK� D� FRS\� RI
WKH� DQVZHU� NH\�� (QOLVWHG� SHUVRQQHO� QRW
DVVLJQHG� WR� DQ� DUHD� VHUYLFHG� E\� D
1$96(&*58� QRQUHVLGHQW� WUDLQLQJ
OLEUDU\� PXVW� HQUROO� WKURXJK� 1(73'7&
�&RGH�1������ 3HQVDFROD�� )/�� �����������
8SRQ� FRPSOHWLRQ� RI� WKH� FRXUVH�� DQVZHU
VKHHWV�PXVW� EH� UHWXUQHG� IRU� JUDGLQJ� DQG
LVVXDQFH�RI�D�FRPSOHWLRQ�OHWWHU�

75$16)(5�2)�678'(17�� �8SRQ
\RXU� WUDQVIHU� WR� D� QHZ� FRPPDQG�� DOO
1DYDO�6HFXULW\�*URXS�QRQUHVLGHQW�FRXUVH
PDWHULDOV� VKRXOG�EH� UHWXUQHG� WR� WKH� ORFDO
1$96(&*58� QRQUHVLGHQW� WUDLQLQJ
OLEUDU\��ZKHUH�H[LVWLQJ�

3$66,1*� *5$'(�� � 3DVVLQJ� JUDGH
IRU� WKLV� FRXUVH� LV� ���� IRU� HQOLVWHG� DQG
RIILFHU�SHUVRQQHO�

8615� 5(7,5(0(17� 32,176�
7KLV� FRXUVH� LV� HYDOXDWHG� DW� �� 1DYDO
5HVHUYH� UHWLUHPHQW� SRLQWV� ZKLFK� ZLOO� EH
FUHGLWHG�XSRQ�VXFFHVVIXO�FRPSOHWLRQ�RI�WKH
DVVLJQPHQWV���7KHVH�SRLQWV�DUH�FUHGLWDEOH
WR� SHUVRQQHO� HOLJLEOH� WR� UHFHLYH� WKHP
XQGHU� FXUUHQW� GLUHFWLYHV� JRYHUQLQJ� WKH
UHWLUHPHQW�RI�1DYDO�5HVHUYH�SHUVRQQHO�

$'0,1,675$7,9(�$66,67$1&(�
4XHULHV�FRQFHUQLQJ�FRXUVH�DGPLQLVWUDWLRQ
PDWWHUV� RU� TXHULHV� RI� D� WHFKQLFDO� QDWXUH
FRQFHUQLQJ�QRQUHVLGHQW�FRXUVHV�VKRXOG�EH
IRUZDUGHG� WR� 1(73'7&� �&RGH� 1�����
3HQVDFROD�� )/� ������������ � &RXUVH
DGPLQLVWUDWLRQ�PDWWHUV�PD\�EH�GLVFXVVHG
RQ� '61� ��������� DQG� WHFKQLFDO� DV�
VLVWDQFH� PD\� EH� GLVFXVVHG� RQ� '61� ����
�����



LLL

&2856(� 2%-(&7,9(�� ,Q� WKH
SURFHVV�RI�FRPSOHWLQJ�WKLV�FRXUVH��\RX�ZLOO
GHPRQVWUDWH� D� NQRZOHGJH� RI� WKH� VXEMHFW
PDWWHU� E\� FRUUHFWO\� DQVZHULQJ� TXHVWLRQV
�LWHPV��RQ�WKH�IROORZLQJ�

• 6WDQGDUGV�DQG�SURFHGXUHV� IRU�SUH�
SDULQJ� DQG� PDQDJLQJ� QDYDO
FRUUHVSRQGHQFH�

• 3URFHGXUHV� IRU� XVLQJ� HOHFWURQLF
PDLO� �(�0DLO�� DQG� IDFVLPLOH� �ID[�
WUDQVPLVVLRQ�VHUYLFHV�

• 8�6�� 3RVWDO� 6HUYLFH� �8636�
VWDQGDUGV� DQG� 1DY\� SROLFLHV
SHUWDLQLQJ�WR�RIILFLDO�PDLO�



LLL

1DYDO�FRXUVHV�PD\�LQFOXGH�VHYHUDO�W\SHV�RI�TXHVWLRQV³PXOWLSOH�FKRLFH��WUXH�IDOVH��PDWFKLQJ��HWF���7KH
TXHVWLRQV�DUH�QRW�JURXSHG�E\�W\SH�EXW�E\�VXEMHFW�PDWWHU���7KH\�DUH�SUHVHQWHG�LQ�WKH�VDPH�JHQHUDO�VHTXHQFH�DV�WKH
WH[WERRN�PDWHULDO�XSRQ�ZKLFK�WKH\�DUH�EDVHG���7KLV�SUHVHQWDWLRQ�LV�GHVLJQHG�WR�SUHVHUYH�FRQWLQXLW\�RI�WKRXJKW�
SHUPLWWLQJ�VWHS�E\�VWHS�GHYHORSPHQW�RI�LGHDV���1RW�DOO�FRXUVHV�XVH�DOO�RI�WKH�W\SHV�RI�TXHVWLRQV�DYDLODEOH���7KH
VWXGHQW�FDQ�UHDGLO\�LGHQWLI\�WKH�W\SH�RI�HDFK�TXHVWLRQ��DQG�WKH�DFWLRQ�UHTXLUHG��E\�LQVSHFWLRQ�RI�WKH�VDPSOHV�JLYHQ
EHORZ�

08/7,3/(�&+2,&(�48(67,216

(DFK�TXHVWLRQ�FRQWDLQV�VHYHUDO�DOWHUQDWLYHV��RQH�RI�ZKLFK�SURYLGHV�WKH�EHVW�DQVZHU�WR�WKH
TXHVWLRQ���6HOHFW�WKH�EHVW�DOWHUQDWLYH��DQG�EODFNHQ�WKH�DSSURSULDWH�ER[�RQ�WKH�DQVZHU�VKHHW�

6$03/(

V��� :KR�ZDV�WKH�ILUVW�SHUVRQ�DSSRLQWHG ,QGLFDWH�LQ�WKLV�ZD\�RQ�WKH�DQVZHU�VKHHW�
6HFUHWDU\�RI�'HIHQVH�XQGHU�WKH
1DWLRQDO�6HFXULW\�$FW�RI�����"

�� *HRUJH�0DUVKDOO
�� -DPHV�)RUUHVWDO
�� &KHVWHU�1LPLW]
�� :LOOLDP�+DOVH\

758(�)$/6(�48(67,216

0DUN�HDFK�VWDWHPHQW�WUXH�RU� IDOVH�DV� LQGLFDWHG�EHORZ�� � ,I�DQ\�SDUW�RI� WKH�VWDWHPHQW� LV
IDOVH�WKH�VWDWHPHQW�LV�WR�EH�FRQVLGHUHG�IDOVH���0DNH�WKH�GHFLVLRQ��DQG�EODFNHQ�WKH�DSSURSULDWH
ER[�RQ�WKH�DQVZHU�VKHHW�

6$03/(

V��� $OO�QDYDO�RIILFHUV�DUH�DXWKRUL]HG�WR ,QGLFDWH�LQ�WKLV�ZD\�RQ�WKH�DQVZHU�VKHHW�
FRUUHVSRQG�RIILFLDOO\�ZLWK�DQ\�V\VWHPV
FRPPDQG�RI�WKH�'HSDUWPHQW�RI�WKH
1DY\�ZLWKRXW�WKHLU�UHVSHFWLYH�FRP�
PDQGLQJ�RIILFHU
V�HQGRUVHPHQW�

�� 7UXH
�� )DOVH

0$7&+,1*�48(67,216

(DFK�VHW�RI�TXHVWLRQV�FRQVLVWV�RI�WZR�FROXPQV��HDFK�OLVWLQJ�ZRUGV��SKUDVHV��RU�VHQWHQFHV�
7KH�WDVN�LV�WR�VHOHFW�WKH�LWHP�LQ�FROXPQ�%�ZKLFK�LV�WKH�EHVW�PDWFK�IRU�WKH�LWHP�LQ�FROXPQ�$
WKDW�LV�EHLQJ�FRQVLGHUHG���,WHPV�LQ�FROXPQ�%�PD\�EH�XVHG�RQFH��PRUH�WKDQ�RQFH��RU�QRW�DW�DOO�
6SHFLILF�LQVWUXFWLRQV�DUH�JLYHQ�ZLWK�HDFK�VHW�RI�TXHVWLRQV���6HOHFW�WKH�QXPEHUV�LGHQWLI\LQJ�WKH
DQVZHUV�DQG�EODFNHQ�WKH�DSSURSULDWH�ER[HV�RQ�WKH�DQVZHU�VKHHW�

6$03/(

,Q�TXHVWLRQV� V��� WKURXJK�V����PDWFK� WKH�QDPH�RI� WKH� VKLSERDUG�RIILFHU� LQ� FROXPQ�$�E\
VHOHFWLQJ�IURP�FROXPQ�%�WKH�QDPH�RI�WKH�GHSDUWPHQW� LQ�ZKLFK�WKH�RIILFHU� IXQFWLRQV�� �6RPH
UHVSRQVHV�PD\�EH�XVHG�RQFH��PRUH�WKDQ�RQFH��RU�QRW�DW�DOO�

$���2)),&(5 %���'(3$570(17 ,QGLFDWH�LQ�WKLV�ZD\�RQ�WKH
DQVZHU�VKHHW�

V��� 'DPDJH�&RQWURO� ����2SHUDWLRQV�'HSDUWPHQW
$VVLVWDQW

V��� &,&�2IILFHU ����(QJLQHHULQJ�'HSDUWPHQW

V��� 'LVEXUVLQJ�2IILFHU ����6XSSO\�'HSDUWPHQW

V��� &RPPXQLFDWLRQV�2IILFHU



�

$66,*10(17��

7H[WERRN� $VVLJQPHQW�� 'HSDUWPHQW� RI� WKH� 1DY\� &RUUHVSRQGHQFH� 0DQXDO�� 6(&1$9,167
������'��FKDSWHU���

/HDUQLQJ� 2EMHFWLYH�� ,GHQWLI\� WKH
DGPLQ�LVWUDWLYH� DQG� PDQDJHPHQW
UHVSRQVLELOLWLHV� IRU� WKH� '21
FRUUHVSRQGHQFH�PDQDJHPHQW�SURJUDP�

���� :KR� FRRUGLQDWHV� SURSRVHG� FKDQJHV
WR� WKH� '21� &RUUHVSRQGHQFH
0DQXDO"

�� &KLHI�RI�1DYDO�2SHUDWLRQV
�� &RPPDQGHU�� 1DYDO� &RPSXWHU

DQG� 7HOHFRPPXQLFDWLRQV� &RP�
PDQG

�� &KLHI�RI�1DYDO�3HUVRQQHO
�� '21�&RUUHVSRQGHQFH�0DQDJHU

��� :KLFK�RI�WKH�IROORZLQJ�RIILFLDOV�LV�UH�
VSRQVLEOH� IRU� HVWDEOLVKLQJ� D� FRU�
UHVSRQGHQFH�PDQDJHPHQW�SURJUDP"

�� $FWLYLW\�KHDGV�RQO\
�� &RUUHVSRQGHQFH�PDQDJHUV
�� &RPPDQGLQJ�RIILFHUV�RQO\
�� &RPPDQGLQJ�RIILFHUV�DQG�DFWLYLW\

KHDGV

���� 6FUHHQLQJ� LQFRPLQJ� FRPPXQLFDWLRQV
LV�WKH�UHVSRQVLELOLW\�RI�ZKDW�RIILFLDO"

�� $GPLQLVWUDWLYH�RIILFHU
�� &RPPDQGLQJ�RIILFHU
�� 2IILFHU�LQ�FKDUJH
�� &RUUHVSRQGHQFH�PDQDJHU

/HDUQLQJ� 2EMHFWLYH�� ([SODLQ� WKH
VWDQGDUGV� DQG� SURFHGXUHV� XVHG� IRU
SUHSDULQJ� DQG� PDQDJLQJ
FRUUHVSRQGHQFH�ZLWKLQ�WKH�'HSDUWPHQW
RI�WKH�1DY\�

���� :KLFK�RI�WKH�IROORZLQJ�WLWOHV�FRQWULE�
XWHV�WR�VH[�QHXWUDO�ODQJXDJH"

�� &KDLUSHUVRQ
�� &KDLUPDQ�RU�FKDLUZRPDQ
�� 6LU�RU�PDGDPH
�� /DGLHV�DQG�JHQWOHPHQ

���� :KHQ� RIILFLDO� FRUUHVSRQGHQFH� LV� XQ�
QHFHVVDU\��ZKLFK�RI� WKH� IROORZLQJ� LV
WKH� SUHIHUUHG� PHWKRG� RI
FRPPXQLFDWLRQV"

�� /HWWHU
�� (OHFWURQLF�PDLO��(�0DLO�
�� &RQYHUVDWLRQ� LQ� SHUVRQ� RU� E\

SKRQH
�� )DFVLPLOH�PDFKLQH��ID[�

���� :KHQ� VKRXOG� \RX� LQFOXGH� D� SRLQW� RI
FRQWDFW� �32&�� DQG� UHWXUQ� WHOHSKRQH
QXPEHU� RQ� RXWJRLQJ� FRUUHVSRQG�
HQFH"

�� :KHQ�\RX�KDYH� VHQVLWLYH� VXEMHFW
PDWWHU

�� :KHQ� \RX� KDYH� VHULDOL]HG� FRUUH�
VSRQGHQFH

�� :KHQ�ZULWLQJ�WR�KLJKHU�DXWKRULW\
�� :KHQ�\RXU�FRUUHVSRQGHQFH�PLJKW

SURPSW�D�UHSO\�RU�LQTXLU\

'2�127�:5,7(�,1�7+,6�%22./(7
86(�$16:(5�6+((7�3529,'('



�

���� 7KH�HQJLQHHU�RIILFHU��&'5�'RH��RI�WKH
866� 1(9(5� '2&.� LV� WKH� DFWLRQ
RIILFHU� IRU� WKLV� RIILFLDO
FRUUHVSRQGHQFH�� :KLFK� RI� WKH
IROORZLQJ� �WR�� DGGUHVVHV� LV� FRUUHFWO\
IRUPDWWHG�WR�UHDFK�WKLV�RIILFH"

�� &RPPDQGLQJ� 2IILFHU�� 866
1(9(5�'2&.��''������(1*�

�� (QJLQHHU� 2IILFHU�� 866� 1(9(5
'2&.��''����

�� 866� 1(9(5� '2&.� �''� ���
�(1*�

�� &RPPDQGLQJ� 2IILFHU�� 866
1(9(5� '2&.� �''� ���� $WWQ�
&'5�'RH

���� <RX� GR� QRW� KDYH� WLPH� WR� VHQG
LPSRUWDQW� FRUUHVSRQGHQFH� YLD� WKH
FKDLQ� RI� FRPPDQG� DQG� VWLOO� PHHW� D
GHDGOLQH�� � :KLFK� RI� WKH� IROORZLQJ
DOWHUQDWH�PHWKRGV�VKRXOG�\RX�XVH"

�� 6HQG�LW�YLD�WKH�FKDLQ�RI�FRPPDQG
ZLWK� DQ� DGYDQFH� FRS\� WR� WKH
DFWLRQ�DGGUHVVHH

�� 6HQG� LW�GLUHFWO\� WR� WKH�DFWLRQ�DG�
GUHVVHH�ZLWK�D�FRQFXUUHQW�FRS\�WR
HDFK�LQWHUPHGLDWH�DGGUHVVHH

�� %RWK���DQG���DERYH
�� 5HTXHVW�DQ�H[WHQVLRQ�RI�WLPH

���� $�PDVWHU� FKLHI� SHWW\� RIILFHU� ZULWLQJ
WR� KLJKHU� DXWKRULW\� RQ� D� SHUVRQDO
PDWWHU� LV� UHTXHVWLQJ� UHWLUHPHQW�
:KLFK�RI� WKH� IROORZLQJ� UXOHV� DSSOLHV
LQ�WKLV�VLWXDWLRQ"

�� 7KH� UHTXHVW� PXVW� EH� RQ
OHWWHUKHDG� ERQG�� VWDQGDUG� OHWWHU
IRUPDW�� DQG� IRUZDUGHG� YLD� WKH
FKDLQ�RI�FRPPDQG

�� 7KH� UHTXHVW� PXVW� EH� RQ� SODLQ
ERQG� SDSHU�� VWDQGDUG� OHWWHU
IRUPDW�� DQG� IRUZDUGHG� YLD� WKH
FKDLQ�RI�FRPPDQG

�� 7KH� UHTXHVW� PXVW� EH� RQ� SODLQ
ERQG� SDSHU�� VWDQGDUG� OHWWHU
IRUPDW��DQG�IRUZDUGHG�GLUHFWO\�WR
WKH�DFWLRQ�DGGUHVVHH

�� 7KLV� LV� D� SHUVRQDO� OHWWHU�� WKH
SDSHU�W\SH��IRUPDW��DQG�URXWLQJ�LV
WKH�LQGLYLGXDO
V�FKRLFH

����� 7KH�ZLQGRZ�HQYHORSH� LV�DSSURSULDWH
IRU� PDLOLQJ� D� OHWWHU� WR� WKH� 2IILFH� RI
WKH�&KLHI�RI�1DYDO�2SHUDWLRQV�

�� 7UXH
�� )DOVH

����� ,I�UHYLVLRQ�WR�D�OHWWHU�LV�OLNHO\��GXULQJ
ZKDW�VWDJH�RI�GHYHORSPHQW�VKRXOG� LW
EH�FRRUGLQDWHG"

�� 'UDIWLQJ
�� 5HW\SLQJ
�� 6LJQDWXUH
�� )LQDO�UHYLHZ

����� %ULHILQJ�PHPRV�DQG�FRYHU�OHWWHUV�DUH
XVHIXO� DQG�QHFHVVDU\� DGPLQLVWUDWLYH
WRROV�� � 7KHLU� XVH� LV� UHFRPPHQGHG
UHJDUG�OHVV� RI� WKH� VLPSOLFLW\� RI� WKH
VXEMHFW�PDWWHU�

�� 7UXH
�� )DOVH

����� 7KH�FRPPDQGLQJ�RIILFHU�RU�RIILFHU� LQ
FKDUJH�PXVW�SHUVRQDOO\�VLJQ�ZKLFK�RI
WKH�IROORZLQJ�GRFXPHQWV"

�� 7KRVH� UHTXLUHG� E\� ODZ� RU
UHJXODWLRQ

�� 7KRVH� WKDW� FHQWHU� RQ� WKH� FRP�
PDQG
V�PLVVLRQ

�� 7KRVH�WKDW�HVWDEOLVK�SROLF\
�� (DFK�RI�WKH�DERYH

����� 6LJQDWXUH� DXWKRULW\� LV� GHOHJDWHG� WR
WKH�DGPLQLVWUDWLYH� RIILFHU�� �:KHQ�� LI
HYHU�� FDQ� WKLV� RIILFHU� IXUWKHU� VXE�
GHOHJDWH� WKLV� DXWKRULW\� WR� WKH
DGPLQLVWUDWLYH�FKLHI�SHWW\�RIILFHU"

�� :KHQ� DXWKRUL]HG� E\� WKH� &2� RU
2,&

�� 8QGHU�HPHUJHQF\�FRQGLWLRQV�RQO\
�� 'XULQJ� WKH� H[WHQGHG� DEVHQFH� RI

WKH�DGPLQ�RIILFHU�RQO\
�� 1HYHU



�

����� :KLFK� RI� WKH� IROORZLQJ� IRUPDWV
VKRXOG�EH�XVHG�E\�DQ�LQGLYLGXDO�ZLWK
GHOHJDWHG�VLJQDWXUH�DXWKRULW\�ZKR�LV
VLJQLQJ�FRUUHVSRQGHQFH"

�� -RKQ�$��'RH
%\�GLUHFWLRQ

�� -2+1�$��'2(
/&'5����861
%<�',5(&7,21

�� -2+1�$��'2(
%\�GLUHFWLRQ

�� -2+1�$��'2(
/&'5����861

����� $�FRPPDQGLQJ�RIILFHU�KDV�DXWKRUL]HG
WKH� VKLS
V� VHFUHWDU\� WR� VWDPS� KLV
VLJQDWXUH� RQ� FHUWDLQ� FRUUHVSRQGHQFH
ZLWK� D� IDFVLPLOH� VWDPS�� � :KRVH
LQLWLDOV� VKRXOG� DSSHDU� QH[W� WR� WKH
VWDPSHG�VLJQDWXUH"

�� 7KH�VKLS
V�VHFUHWDU\
�� 7KH�FRPPDQGLQJ�RIILFHU
V
�� 7KH�FRUUHVSRQGHQFH�PDQDJHU
V
�� 7KH�H[HFXWLYH�RIILFHU
V

����� $W� ZKLFK� RI� WKH� IROORZLQJ� WLPHV
VKRXOG� \RX� GDWH� VWDPS� LQFRPLQJ
FRQWUROOHG� FRUUHVSRQGHQFH� UHFHLYHG
E\�\RXU�FRPPDQG"

�� 2Q�WKH�GDWH�DFWLRQ�LV�WDNHQ
�� 2Q�WKH�GDWH�LW�LV�UHFHLYHG
�� 2Q�WKH�GDWH�LW�LV�WR�EH�VLJQHG
�� (DFK�RI�WKH�DERYH

����� &RQWUROV�VKRXOG�EH�DVVLJQHG�WR�ZKLFK
RI� WKH� IROORZLQJ� W\SHV� RI� LQFRPLQJ
FRUUHVSRQGHQFH"

�� 7KRVH� FRQWDLQLQJ� SHUVRQDO
LQIRUPDWLRQ

�� 7KRVH�FRQWDLQLQJ�)RU�2IILFLDO�8VH
2QO\��)282��PDWHULDO

�� 7KRVH� UHTXLULQJ� D� UHVSRQVH� RU
KDYLQJ�ORQJ�WHUP�UHIHUHQFH�YDOXH

�� (DFK�RI�WKH�DERYH

����� <RX�VKRXOG�WUDFN�WKH�VWDWXV�RI�ZKLFK
RI� WKH� IROORZLQJ� W\SHV� RI� LQFRPLQJ
FRQ�WUROOHG�FRUUHVSRQGHQFH"

�� 7KRVH�URXWHG�IRU�DFWLRQ�RQO\
�� 7KRVH� FRQWDLQLQJ� FODVVLILHG

PDWHULDO
�� 7KRVH�FRQWDLQLQJ�)282�PDWHULDO
�� (DFK�RI�WKH�DERYH

����� 5RXWLQH� FRUUHVSRQGHQFH� UHTXLULQJ
DFWLRQ� VKRXOG� EH� DQVZHUHG� ZLWKLQ
ZKDW�PD[LPXP�WLPH"

�� ��ZRUNLQJ�GD\V
�� ���ZRUNLQJ�GD\V
�� 7KH� WLPH� VHW� E\� WKH� LQFRPLQJ

FRUUHVSRQGHQFH
�� (LWKHU���RU���DERYH��GHSHQGLQJ�RQ

ZKHWKHU� WKHUH� LV� D� VSHFLILF� WLPH
VWDWHG�LQ�WKH�FRU�UHVSRQGHQFH

����� :KDW�� LI� DQ\WKLQJ�� VKRXOG� EH� GRQH
ZKHQ� \RX� DQWLFLSDWH� D� GHOD\� LQ
UHSO\LQJ� WR� D� SLHFH� RI� FRQWUROOHG
FRUUHVSRQGHQFH"

�� 6HQG� DQ� LQWHULP� UHSO\� ZLWKLQ� �
ZRUNGD\V

�� 6HQG� DQ� LQWHULP� UHSO\�ZLWKLQ� ��
ZRUNGD\V

�� ,QIRUP�WKH�QH[W� VXSHULRU� LQ�\RXU
FKDLQ�RI�FRPPDQG

�� 1RWKLQJ

����� :KLFK� RI� WKH� IROORZLQJ� UXOHV� LV
DSSOLFDEOH� ZKHQ� UHSO\LQJ� WR
&RQJUHVVLRQDO�FRPPXQLFDWLRQV"

�� $�ILQDO�UHSO\�PXVW�EH�VHQW�ZLWKLQ
��� KRXUV� DIWHU� UHFHLSW� RI� DQ\
&RQJUHVVLRQDO�FRPPXQLFDWLRQ

�� 7KH� &2� RU� 2,&�PXVW� SHUVRQDOO\
VLJQ� WKH� UHSO\�� �%\� GLUHFWLRQ�
VLJQDWXUH�LV�QRW�DOORZHG

�� 6HQG� WKH� RULJLQDO� UHSO\� SOXV� DQ
H[WUD� FRS\�ZKHQ�UHVSRQGLQJ� WR�D
FRQJUHVVLRQDO�LQTXLU\

�� (DFK�RI�WKH�DERYH
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����� 6HYHUDO� PRQWKV� KDYH� SDVVHG� VLQFH
\RX� VHQW� D� SLHFH� RI� DFWLRQ
FRUUHVSRQGHQFH� H[SHFWLQJ� D� SURPSW
UHSO\���:KLFK�RI�WKH�IROORZLQJ�DFWLRQV
VKRXOG�\RX�WDNH"

�� )ROORZ�XS�ZLWK�D�PHVVDJH
�� )ROORZ� XS� ZLWK� D� SKRQH� FDOO� RU

WUDFHU
�� %RWK���DQG���DERYH
�� 6HQG�D�QHZ�UHTXHVW�RU�OHWWHU

����� :KHQ�FRUUHVSRQGLQJ�RXWVLGH�RI�'2'�
ZKHQ�� LI�HYHU�� LV� LW�DFFHSWDEOH� WR�XVH
WKH� VRFLDO� VHFXULW\� QXPEHU� RI
PLOLWDU\� PHPEHUV� RU� FLYLOLDQ
HPSOR\HHV"

�� :KHQ� GHDOLQJ� ZLWK� DQ\� ODZ
HQIRUFHPHQW�DJHQF\

�� :KHQ� DEVROXWHO\� HVVHQWLDO� IRU
LGHQWLILFDWLRQ

�� :KHQ� LW� KDV� DOUHDG\� EHHQ
UHYHDOHG� E\� LQFRPLQJ� FRP�
PXQLFDWLRQV

�� 1HYHU

����� :KHQ� LGHQWLILFDWLRQ� RI� D� 1DY\
VHUYLFH�PHPEHU� LV� QHFHVVDU\�� ZKHUH
LQ� WKH� OHWWHU� LV� WKLV�SHUVRQ�QRUPDOO\
LGHQWLILHG"

�� ,Q� � WKH� � VXEMHFW� � OLQH� � RI� � D
EXVLQHVV�OHWWHU

�� ,Q� � WKH� � VXEMHFW� � OLQH� � RI� � D
VWDQGDUG�OHWWHU

�� ,Q�WKH�DWWHQWLRQ�OLQH�RI�D�EXVLQHVV
OHWWHU

�� ,Q� WKH� ILUVW� SDUDJUDSK� RI� D
VWDQGDUG�OHWWHU

����� $IWHU� IXOO\� LGHQWLI\LQJ� D� VHUYLFH
PHPEHU�DV�&7$��-RKQ�$��'RH��861�
�������������DQ\�IXUWKHU�UHIHUHQFH�WR
WKLV� PHPEHU� VKRXOG� EH� LQ� ZKDW
PDQQHU"

�� &7$��-RKQ�$��'RH��861
�� &7$��-��'2(�������������
�� &7$��'RH
�� &7$��-2+1�$��'2(

����� :KLFK� RI� WKH� IROORZLQJ� H[DPSOHV
SURSHUO\�LGHQWLILHV�D�1DY\�FDSWDLQ�LQ
WKH�WH[W�RI�D�VWDQGDUG�OHWWHU"

�� &$37�-��$��'RH��861�
����������������

�� &$37�-2+1�$��'2(��861�
����������������

�� &$37�-RKQ�$GDP�'RH��861�
����������������

�� &DSWDLQ�-RKQ�$��'RH��861�
����������������

����� :KLFK� RI� WKH� IROORZLQJ� H[DPSOHV
FRUUHFWO\� LGHQWLILHV� D� 0DULQH� &RUSV
FDSWDLQ� LQ� WKH� WH[W� RI� D� VWDQGDUG
OHWWHU"

�� &$37�-RKQ�$��'RH��860&�
����������������

�� &DSWDLQ�-RKQ�$��'RH
�����������������860&

�� &$37�-2+1�$��'2(��860&�
���������������

�� &DSWDLQ�-RKQ�$��'RH
�����������������860&

����� 7KH� ILUVW� SDJH� RI� FRUUHVSRQGHQFH
DGGUHVVHG� WR� WKH� &KLHI� RI� 1DYDO
2SHUDWLRQV�VKRXOG�EH�RQ�ZKDW�W\SH�RI
VWDWLRQHU\"

�� 7\SHG�� VWDPSHG�� RU� FRPSXWHU�
JHQHUDWHG�OHWWHUKHDG�ERQG�RQO\

�� 3ULQWHG�OHWWHUKHDG�RQO\
�� 3ULQWHG�� W\SHG�� VWDPSHG�� RU

FRPSXWHU�JHQHUDWHG� OHWWHUKHDG
ERQG

�� /HWWHUKHDG�ZKLWH�SDSHU



�

����� :KLFK�� LI� DQ\�� RI� WKH� IROORZLQJ
PHWKRGV� RI� W\SLQJ� RU� VWDPSLQJ
OHWWHUKHDG�LV�DXWKRUL]HG"

�� '(3$570(17� 2)� 7+(� 1$9<
LV� DOZD\V� RQ� WKH� ILUVW� OLQH�
FHQWHUHG�� DQG� RQ� WKH� WKLUG� OLQH
IURP�WKH�WRS�RI�WKH�SDJH

�� '(3$570(17� 2)� 7+(� 1$9<
LV� FHQWHUHG� RQ� WKH� ILUVW� OLQH�� �
LQFK�IURP�WKH�WRS�RI�WKH�SDJH

�� 7KH� DFWLYLW\
V� QDPH� DQG� DGGUHVV
EHJLQV� RQ� WKH� ILIWK� OLQH� IURP� WKH
WRS�� FHQWHUHG�� XQGHU� WKH� ZRUGV
'(3$570(17� 2)� 7+(� 1$9<
RU� 81,7('� 67$7(6� 0$5,1(
&2536��LI�DSSOLFDEOH

�� 1RQH�RI�WKH�DERYH

����� :KLFK� RI� WKH� IROORZLQJ� LQVWUXFWLRQV
FRQWDLQV� LQIRUPDWLRQ� RQ� SULQWLQJ
OHWWHUKHDG� VWDWLRQHU\� IRU� \RXU
FRPPDQG"

�� '2',167�������
�� 0&2�3�������(
�� 6(&1$9,167�������$
�� %RWK���DQG���DERYH

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� \RX� PDUN� HQFORVXUHV� WR� D
OHWWHU"

�� (QFORVXUHV� VKRXOG� EH�PDUNHG� RQ
WKH�ILUVW�SDJH

�� 6HFRQG� DQG� VXFFHHGLQJ� SDJHV
VKRXOG�QHYHU�EH�PDUNHG

�� (QFORVXUH� PDUNLQJV� VKRXOG� EH
W\SHG�� VWDPSHG�� RU� KDQGZULWWHQ
LQ�EODFN�LQN�RQO\

�� (QFORVXUH� PDUNLQJV� VKRXOG� EH
SODFHG�LQ�WKH�ORZHU�OHIW�FRUQHU

����� <RX�DUH�DVVHPEOLQJ�D�OHWWHU�WKDW�KDV
WKUHH� GLIIHUHQW� HQFORVXUHV�� � (DFK
HQFORVXUH� KDV� WKUHH� SDJHV�� � :KDW
VKRXOG� EH� WKH� SDJH� QXPEHU� RI� WKH
ODVW�SDJH�RI�WKH�WKLUG�HQFORVXUH"

�� �
�� �
�� �
�� �

����� :KLFK� RI� WKH� IROORZLQJ� UXOHV� VKRXOG
\RX� IROORZ� ZKHQ� XVLQJ
FRUUHVSRQGHQFH� SURGXFHG� IRU� XVH
ZLWK�ZLQGRZ�HQYHORSHV"

�� $OO� FRSLHV� WKDW� JR� RXWVLGH� \RXU
DFWLYLW\�PXVW�KDYH�D�OHWWHUKHDG

�� 7KHUH�LV�DOZD\V�D��IURP��OLQH
�� ,WV� XVH� LV� UHFRPPHQGHG� DV� D

FRUUHVSRQGHQFH�VKRUWFXW
�� (DFK�RI�WKH�DERYH

����� :KHQ� GLVWULEXWLQJ� LQIRUPDWLRQDO
FRSLHV� ZLWKLQ� \RXU� FRPPDQG�� PDNH
VHYHUDO�FRSLHV�UDWKHU�WKDQ�FLUFXODWH�D
VLQJOH��UHDG��LQLWLDO��GDWH��DQG�SDVV�LW
DORQJ��FRS\�

�� 7UXH
�� )DOVH

����� :KLFK� RI� WKH� IROORZLQJ� H[DPSOHV
VKRZV� D� FRUUHFWO\� IRUPDWWHG� GDWH� LQ
WKH�WH[W�RI�D�QDYDO�OHWWHU"

�� ���-XO\�����
�� -XO\���������
�� ���-XO���
�� �������
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����� <RX�DUH�XVLQJ�DQ�DFURQ\P�WKDW�PD\
EH�XQIDPLOLDU�WR�WKH�UHDGHU���:KHQ��LI
HYHU�� PD\� \RX� XVH� WKH� DFURQ\P
ZLWKRXW�VSHOOLQJ�LW�RXW"

�� $IWHU� \RX� KDYH� LGHQWLILHG� WKH
DFURQ\P� DW� OHDVW� �� WLPHV� WR� JHW
WKH� UHDGHU� IDPLOLDU� ZLWK� WKH
PHDQLQJ

�� $IWHU� WKH� LQLWLDO� GHILQLWLRQ� RI� WKH
PHDQLQJ

�� 5LJKW� DZD\�� QR� H[SODQDWLRQ� LV
QHFHVVDU\

�� 1HYHU

����� ,Q� D� VWDQGDUG� QDYDO� OHWWHU�� PD\
VFULSW� RU� LWDOLFV� EH� XVHG"� � ,I� VR�� IRU
ZKLFK�RI�WKH�IROORZLQJ�SXUSRVHV"

�� <HV��WR�PDNH�WKH�OHWWHU�ORRN�KDQG�
ZULWWHQ

�� <HV��WR�W\SH�IRUPDO�OHWWHUV
�� <HV��IRU�RFFDVLRQDO�HPSKDVLV
�� 1R

����� :KLFK� RI� WKH� IROORZLQJ� LQN� FRORUV
PD\� � EH� XVHG� WR� W\SH�� VWDPS�� DQG
VLJQ�FRUUHVSRQGHQFH"

�� %OXH
�� %ODFN
�� %OXH�EODFN
�� %RWK���DQG���DERYH

/HDUQLQJ� 2EMHFWLYH�� 'HVFULEH� WKH
SURFHGXUHV� XVHG� IRU� FUHDWLQJ� DQG
PDLQWDLQLQJ� HOHFWURQLF� UHFRUGV� ZLWKLQ
WKH�'HSDUWPHQW�RI�WKH�1DY\�

����� :KLFK�� LI�DQ\��RI� WKH� IROORZLQJ�VWHSV
VKRXOG� EH� WDNHQ� WR� SUHYHQW� GDPDJH
ZKLOH� ODEHOLQJ� HOHFWURQLF� GLVNV� RU
WDSHV"

�� (UDVH�LQIRUPDWLRQ�RQ�D�ODEHO�RQO\
DIWHU�LW�LV�LQ�SODFH�RQ�WKH�GLVN

�� :ULWH�LQIRUPDWLRQ�RQ�D�ODEHO�RQO\
DIWHU�LW�LV�LQ�SODFH�RQ�WKH�GLVN

�� :KHQ� DIIL[LQJ� D� ODEHO� WR� D� GLVN�
FKRRVH� DQ� DUHD� DZD\� IURP� DOO
KROHV

�� 1RQH�RI�WKH�DERYH

����� 7R�PDLQWDLQ�HOHFWURQLF�GLVFV�RU�WDSHV�
ZKLFK� RI� WKH� IROORZLQJ� VWHSV� VKRXOG
EH�WDNHQ"

�� 0DNH�EDFNXS�FRSLHV�DW�OHDVW�RQFH
D�PRQWK

�� 8VH� IORSS\� GLVNV� IRU� SHUPDQHQW
ORQJ�WHUP�VWRUDJH

�� :KHQHYHU� SRVVLEOH�� VWRUH� EDFNXS
ILOHV� LQ� D� VHSDUDWH� DUHD� IURP
VRXUFH�GDWD

�� (DFK�RI�WKH�DERYH

����� $W� ZKDW� PLQLPXP� LQWHUYDO� VKRXOG
\RX�VHW�WKH�DXWRPDWLF�VDYH�IHDWXUH�WR
SUHYHQW� HTXLSPHQW� IDLOXUH� RU� SRZHU
RXWDJHV� IURP� FDXVLQJ� D� GDWD� ORVV
ZKHQ�XVLQJ�D�ZRUG�SURFHVVRU"

�� (YHU\���RU����PLQXWHV
�� (YHU\����RU����PLQXWHV
�� (YHU\����RU����PLQXWHV
�� (YHU\����RU����PLQXWHV

����� ,QIRUPDWLRQ�RQ�PDQDJLQJ��XVLQJ��DQG
GHOHWLQJ� FODVVLILHG� LQIRUPDWLRQ� LV
IRXQG� LQ� ZKLFK� RI� WKH� IROORZLQJ
LQVWUXFWLRQV"

�� 231$9,167�������
�� 231$9,167�������
�� 6(&1$9,167�������
�� 6(&1$9,167��������

/HDUQLQJ�2EMHFWLYH��([SODLQ�WKH�SURFHGXUHV
IRU� XVLQJ� HOHFWURQLF� PDLO
�(�0DLO�� DQG� IDFVLPLOH� �ID[�� WUDQVPLVVLRQ
VHUYLFHV� IRU� FRUUHVSRQGHQFH� ZLWKLQ� WKH
'HSDUWPHQW�RI�WKH�1DY\�

����� )RU�ZKLFK� RI� WKH� IROORZLQJ� SXUSRVHV
LV� HOHFWURQLF� PDLO� �(�0DLO�� 127
XVHG"

�� 7R� WUDQVPLW� IRUPDO� FRUUHVSRQG�
HQFH�ZLWKLQ�'2'

�� 7R� DOORZ� LQGLYLGXDOV� DQG
DFWLYLWLHV� WR� H[FKDQJH� LQIRUPD�
WLRQ�E\�FRPSXWHU

�� 7R� VHQG� RWKHU� WKDQ� RIILFLDO
JRYHUQPHQW�EXVLQHVV

�� 7R� WDNH� WKH� SODFH� RI� WHOHSKRQH
FDOOV



�

����� $FWLYLWLHV� HVWDEOLVK� DFFHVV� DQG
KDQGOLQJ�SURFHGXUHV�IRU�PDQDJLQJ�(�
0DLO� IRU� ZKLFK�� LI� DQ\�� RI� WKH
IROORZLQJ�SXUSRVHV"

�� 7R�HQFRXUDJH�WKH�VKDULQJ�RI�PDLO�
ER[HV�RU�SDVVZRUGV

�� 7R�HQFRXUDJH�XVHUV�WR�FKHFN�WKHLU
PDLOER[HV�DW�OHDVW�WZLFH�D�ZHHN

�� 7R� VSHOO� RXW� KRZ� WR� DFFHVV� DQG
SURFHVV�(�0DLO�IRU�XVHUV�ZKR�DUH
DEVHQW���RU�PRUH�GD\V

�� 1RQH�RI�WKH�DERYH

����� :KLFK�RI� WKH� IROORZLQJ� UXOHV� DSSOLHV
ZKHQ�XVLQJ�(�0DLO�WR�IRUPDOO\�FRUUH�
VSRQG�ZLWKLQ�'2'"

�� 1R� VLJQDWXUH� DXWKRULW\� LV
UHTXLUHG

�� 1R�OHWWHUKHDG�LQIRUPDWLRQ�LV�QHF�
HVVDU\

�� $� FRS\� RI� DOO� IRUPDO
FRUUHVSRQGHQFH� VHQW� E\� (�PDLO
VKRXOG�EH�NHSW�RQ�ILOH

�� 7UDQVPLVVLRQV�FDQ�EH�PDGH�IURP
DQ\�(�PDLO�DGGUHVV

����� (�PDLO� XVDJH� LV� OLPLWHG� WR
XQFODVVLILHG�FRPPXQLFDWLRQV�RQO\�

�� 7UXH
�� )DOVH

����� <RX� KDYH� VHYHUDO� GRFXPHQWV� WR
WUDQVPLW� DFURVV� WKH� FRXQWU\�� � 7KHUH
LV�QR�WLPH�OLPLW�IRU�WKHVH�GRFXPHQWV
WR�UHDFK�WKHLU�GHVWLQDWLRQ���:KLFK�RI
WKH� IROORZLQJ� SURFHGXUHV� VKRXOG� \RX
XVH"

�� )D[� WKH� GRFXPHQWV� LQ� EDWFKHV
YLFH�LQGLYLGXDOO\�RQO\

�� )D[� WKH� GRFXPHQWV� XVLQJ� *6$
2SWLRQDO� )RUP� ��� LQVWHDG� RI� D
VHSDUDWH�FRYHU�RQO\

�� %RWK���DQG���DERYH
�� 6HQG� GRFXPHQWV� WKURXJK�QRUPDO

PDLO�FKDQQHOV��YLFH�ID[

����� :KLFK�RI�WKH�IROORZLQJ�UXOHV�LV�DSSOL�
FDEOH� ZKHQ� XVLQJ� IDFVLPLOH
WUDQVPLVVLRQ�VHUYLFHV"

�� $OZD\V�XVH�D�FRYHU�VKHHW
�� 1HYHU�WUDQVPLW�FODVVLILHG�GDWD
�� 8VH� WKH�2)���� RU� UXEEHU� VWDPS�

ZKHQHYHU�SRVVLEOH
�� (DFK�RI�WKH�DERYH

����� 1RUPDOO\�� ZKDW� VKRXOG� \RX� GR�ZLWK
WKH� RULJLQDO� GRFXPHQW� XSRQ
FRPSOHWLRQ� RI� WKH� ID[� WUDQVPLVVLRQ
SURFHVV"

�� 7KH� VHQGLQJ� DFWLYLW\� VKRXOG
UHWDLQ�LW

�� 6HQG� LW� WR� WKH� DGGUHVVHH� LQ� FDVH
WKH�ID[�ZDV�QRW�UHFHLYHG

�� 6HQG� LW� WR� 36'� IRU� D� VHUYLFH
UHFRUG�HQWU\

�� 'HVWUR\�LW

����� <RXU�DFWLYLW\�KDV�D�ID[�PDFKLQH�WKDW
XVHV� WKHUPDO� SDSHU�� � :KDW�� LI
DQ\WKLQJ�� VKRXOG�\RX�GR� LI� \RX�ZLVK
WR� UHWDLQ� WKH� GRFXPHQW� IRU� UHFRUG
SXUSRVHV"

�� 3KRWRFRS\�WKH�GRFXPHQW
�� (QFDVH� WKH� GRFXPHQW� LQ� D� FOHDU

GRFXPHQW�SURWHFWRU
�� +DYH� WKH� VHQGHU� IRUZDUG� WKH

RULJLQDO�GRFXPHQW
�� 1RWKLQJ

/HDUQLQJ� 2EMHFWLYH�� ([SODLQ� 8�6�
3RVWDO� 6HUYLFH� �8636�� VWDQGDUGV� DQG
1DY\� SROLFLHV� SHUWDLQLQJ� WR� RIILFLDO
PDLO�

����� :KLFK� RI� WKH� IROORZLQJ� LV� DQ
DSSURYHG�PHWKRG�RI�UHGXFLQJ�PDLOLQJ
H[SHQVHV"

�� 8VH� DFWLYLW\�DJHQF\� FRXULHUV
ZLWKLQ�WKH�ORFDO�DUHD��LI�DYDLODEOH

�� 8VH� D� VWDQGDUG� VL]H� OHWWHU
�QXPEHU� ���� HQYHORSH�� ZKHQHYHU
SRVVLEOH

�� &RQVROLGDWH�� E\� FODVV�� DOO� PDLO
GHVWLQHG�IRU�WKH�VDPH�DGGUHVV

�� (DFK�RI�WKH�DERYH
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����� :KLFK� RI� WKH� IROORZLQJ� SURFHGXUHV
VKRXOG� EH� XVHG� ZKHQ� IRUPDWWLQJ� D
GHOLYHU\�DGGUHVV�RQ�DQ�HQYHORSH"

�� 8VH�RQO\�XSSHUFDVH�OHWWHUV
�� 7KH� DGGUHVV� VKRXOG� EH� W\SHG�

SULQWHG��RU�UXEEHU�VWDPSHG
�� %RWK���DQG���DERYH
�� &LW\�DQG�VWDWH�PXVW�EH�VHSDUDWHG

E\�D�FRPPD

����� :KHQ� DGGUHVVLQJ� DQ� HQYHORSH�� \RX
VKRXOG� OLPLW� RIILFLDO� PDLO� DGGUHVVHV
�ERWK� GHOLYHU\� DQG� UHWXUQ�� WR� D
PD[LPXP�RI�KRZ�PDQ\�OLQHV"

�� �
�� �
�� �
�� �

����� )RU� PDLO� VHQW� ZLWKLQ� '2'�� EHVLGHV
WKH� GHOLYHU\� DGGUHVV� DQG� SRVW� RIILFH
OLQH� �FLW\�� VWDWH�� DQG� =LS����� ZKDW
RWKHU� PDQGDWRU\� LQIRUPDWLRQ� PXVW
WKH�GHOLYHU\�DGGUHVV�FRQWDLQ"

�� 7LWOH�RI�WKH�RIILFLDO� LQ�FKDUJH�DQG
DFWLYLW\� VKRUW� WLWOH� ZLWKRXW� WKH
FLW\�DQG�VWDWH�RQO\

�� $FWLYLW\� VKRUW� WLWOH� ZLWKRXW� WKH
FLW\�DQG�VWDWH�RQO\

�� 7LWOH�RI�WKH�RIILFLDO�LQ�FKDUJH�RQO\
�� 7LWOH� RI� WKH� RIILFLDO� LQ� FKDUJH�

DFWLRQ� RIILFHU�� FRGH�� RU� VHFWLRQ� �LI
NQRZQ��� DQG� DFWLYLW\� VKRUW� WLWOH
ZLWKRXW�WKH�FLW\�DQG�VWDWH

����� :KHQ� VHOHFWLQJ� D� FODVV� RI� PDLO
VHUYLFH�� ZKLFK� RI� WKH� IROORZLQJ
PDWHULDO� UHTXLUHPHQWV� VKRXOG� EH
PHW"

�� 'HOLYHU\
�� $FFRXQWDELOLW\
�� 6HFXULW\
�� (DFK�RI�WKH�DERYH

����� :KLFK�RI�WKH�IROORZLQJ�DFWLRQV�VKRXOG
EH� WDNHQ� ZKHQ� PDUNLQJ� PDLO� ZLWK
WKH� FODVVLILFDWLRQ� RI� VHUYLFH� \RX
GHVLUH"

�� 0DUN� DOO� PDLO� ZLWK� WKH� FODVV� RI
VHUYLFH�GHVLUHG

�� 3ODFH� QR�PDUNLQJV� RQ� ILUVW� FODVV
PDLO� WKDW� LV� LQ� D� VWDQGDUG
�QXPEHU�����HQYHORSH

�� 0DUN� WKH� FODVV� RI� VHUYLFH� LQ� WKH
ERWWRP�OHIW�FRUQHU�RI�WKH�HQYHORSH

�� (DFK�RI�WKH�DERYH

����� 0DLOLQJV� ZLWKRXW� D� FODVV� RI� PDLO
PDUNLQJ� DUH� VHQW� DV� ZKDW� FODVV� RI
VHUYLFH"

�� )LUVW� FODVV� VHUYLFH� H[FHSW� IRU
PDLOLQJV�LQ�VWDQGDUG��QXPEHU����
HQYHORSHV

�� 7KH� ORZHVW� SRVVLEOH� FODVV� RI
VHUYLFH�� LQFOXGLQJ� PDLOLQJV� LQ
VWDQGDUG��QXPEHU�����HQYHORSHV

�� 7KH� ORZHVW� SRVVLEOH� FODVV� RI
VHUYLFH�� H[FOXGLQJ� PDLOLQJV� LQ
VWDQGDUG��QXPEHU�����HQYHORSHV

�� 7KLUG�FODVV�RQO\

����� :KDW�LV�WKH�FRUUHFW�VWDQGDUG�DGGUHVV
DEEUHYLDWLRQ�IRU�H[SUHVVZD\"

�� ;:$<
�� (;3:<
�� (;:<
�� (;3<

����� :KHQ� SODFLQJ� WKH� GHOLYHU\� DGGUHVV
RQ� DQ� HQYHORSH�� WKH� DGGUHVV� VKRXOG
EH�FHQWHUHG��ZLWK�OLQHV�VLQJOH�VSDFHG
DQG� EORFNHG� RQH� EHORZ� WKH� RWKHU�
<RX� VKRXOG� PDLQWDLQ� ZKLFK� RI� WKH
IROORZLQJ�PDUJLQV"

�� $W�OHDVW�D���LQFK�ERWWRP�DQG�VLGH
PDUJLQV

�� $W� OHDVW� D� ��LQFK� VLGH� DQG� ����
LQFK�ERWWRP�PDUJLQ�RQO\

�� 7KH�ILUVW�OLQH�RI�WKH�DGGUHVV�DUHD
VKRXOG� EH� QR� KLJKHU� WKDQ� �����
LQFKHV� IURP� WKH� ERWWRP� RI� WKH
HQYHORSH

�� %RWK���DQG���DERYH



�

$66,*10(17��

7H[WERRN� $VVLJQPHQW�� 'HSDUWPHQW� RI� WKH� 1DY\� &RUUHVSRQGHQFH� 0DQXDO�� 6(&1$9,167
������'��FKDSWHU����6HFWLRQV�$�'�

/HDUQLQJ�2EMHFWLYH��'HPRQVWUDWH�WKH�XVH�RI
WKH�VWDQGDUG� OHWWHU�RU�RQH�RI� LWV� YDULDWLRQV
WR� FRUUHVSRQG� RIILFLDOO\� ZLWK� '21
DGGUHVVHHV�

���� :KLFK� RI� WKH� IROORZLQJ� PDUJLQV
VKRXOG�\RX�XVH�RQ�D�VWDQGDUG�OHWWHU"

�� :KHQ� XVLQJ� OHWWHUKHDG�� �� LQFKHV
IRU�WKH�WRS����LQFK�IRU�WKH�ERWWRP
DQG�VLGH�PDUJLQV

�� 2Q� WKH� VLJQDWXUH� SDJH�� ���� LQFK
IRU�WKH�ERWWRP����LQFK�IRU�WKH�WRS
DQG�VLGH�PDUJLQV

�� �� LQFK� IRU� WKH� WRS�� ERWWRP�� DQG
VLGH�PDUJLQV

�� ��LQFKHV�IRU�WKH�WRS����LQFK�IRU�WKH
ERWWRP�DQG�VLGH�PDUJLQV

���� :LWK� WKH� XVH� RI� ZRUG� SURFHVVRUV�
MXVWLI\LQJ� WKH� ULJKW� PDUJLQ� LV� DQ
DFFHSWDEOH� DQG� UHFRPPHQGHG
SUDFWLFH�

�� 7UXH
�� )DOVH

���� ,Q� ZKLFK� RI� WKH� IROORZLQJ� SRVLWLRQV
VKRXOG� \RX� SODFH� LGHQWLILFDWLRQ
V\PEROV�RQ�D�VWDQGDUG�OHWWHU"

�� ,Q�WKH�XSSHU� OHIW�FRUQHU��VWDUWLQJ
RQ�WKH�VHFRQG�OLQH�EHORZ�WKH�'2'
VHDO

�� ,Q� WKH� XSSHU� ULJKW� FRUQHU�
VWDUWLQJ�RQ�WKH�VHFRQG�OLQH�EHORZ
WKH�OHWWHUKHDG

�� &HQWHUHG�� RQ� WKH� VHFRQG� OLQH
EHORZ�WKH�'2'�VHDO

�� &HQWHUHG�� VWDUWLQJ� RQ� WKH� WKLUG
OLQH�EHORZ�WKH�OHWWHUKHDG

���� 7KH� VWDQGDUG� VXEMHFW� LGHQWLILFDWLRQ
FRGHV� �66,&V�� DUH� XVHG� IRU� ZKLFK� RI
WKH�IROORZLQJ�UHDVRQV"

�� 7R�ILOH�FRUUHVSRQGHQFH
�� 7R�UHWULHYH�FRUUHVSRQGHQFH
�� 7R�GLVSRVH�RI�FRUUHVSRQGHQFH
�� (DFK�RI�WKH�DERYH

���� $�OLVWLQJ�RI�WKH�1DY\
V�66,&V�FDQ�EH
IRXQG�LQ�ZKDW�GLUHFWLYH"

�� 6(&1$9,167��������
�� 6(&1$9,167��������
�� 6(&1$9,167��������
�� 6(&1$9,167�������

���� :KR�GHFLGHV�WKH�PDNHXS�RI�DQ�RULJ�
LQDWRU
V�FRGH"

�� '2'�FRUUHVSRQGHQFH�PDQDJHU
�� 7KH�ORFDO�DFWLYLW\
�� 6(&1$9
�� &12

���� :KLFK� RI� WKH� IROORZLQJ� RULJLQDWRU
V
FRGHV�VHULDO� EORFNV� LV� IRUPDWWHG
FRUUHFWO\�IRU�D�6HFUHW�OHWWHU"

�� ����
6HU�1������

�� ����
6HU�6������

�� ����
6HU�1������
6(&5(7

�� ����
6HU�1����6��



��

���� 7R� DYRLG� D� EXV\� DSSHDUDQFH� RQ� D
OHWWHU�RI�FRQGROHQFH��DQ�DFWLYLW\�PD\
VKRZ� DOO� WKH� VHQGHU� LGHQWLILFDWLRQ
V\PEROV� RQ� WKH� ILOH� FRS\�� � :KDW�� LI
DQ\WKLQJ�� VKRXOG� EH� VKRZQ� RQ� WKH
RXWJRLQJ�RULJLQDO"

�� 7KH�GDWH�RQO\
�� 7KH�VHULDO�QXPEHU�RQO\
�� 7KH�GDWH�DQG�VHULDO�QXPEHU
�� 1RWKLQJ

���� 7KH� LQLWLDOV� RU� FRGHV� RI� WKH� ZULWHUV
DQG� W\SLVWV� PXVW� DSSHDU� RQ� WKH
RULJLQDO� OHWWHU� WR� VKRZ�ZKHUH� LW�ZDV
RULJLQDWHG�DQG�SUHSDUHG�

�� 7UXH
�� )DOVH

����� :KHUH�VKRXOG�\RX�VWDPS�WKH��6HFUHW�
FODVVLILFDWLRQ� PDUNLQJV� RQ� D� 6HFUHW
OHWWHU"

�� ,Q� WKH� FHQWHU� RI� WKH� ERWWRP
PDUJLQ�RQO\

�� ,Q� WKH� FHQWHU� RI� WKH� WRS� PDUJLQ
RQO\

�� ,Q� WKH� FHQWHU� RI� WKH� WRS� DQG
ERWWRP�PDUJLQV

�� ,Q� WKH� FHQWHU� RI� WKH� WRS�� ERWWRP�
DQG�VLGH�PDUJLQV

����� :KLFK� RI� WKH� IROORZLQJ� W\SHV� RI
LQIRUPDWLRQ� PD\� EH� PDUNHG� �)RU
2IILFLDO�8VH�2QO\���)282�"

�� 8QFODVVLILHG� LQIRUPDWLRQ� ZKLFK
PD\�EH�ZLWKKHOG� IURP�WKH�SXEOLF
WR�SURWHFW�QDWLRQDO�VHFXULW\

�� 8QFODVVLILHG� LQIRUPDWLRQ� ZKLFK
PD\�EH�ZLWKKHOG� IURP�WKH�SXEOLF
XQGHU� WKH� )UHHGRP� RI� ,QIRU�
PDWLRQ�$FW�H[HPSWLRQV�RQO\

�� ,QIRUPDWLRQ� FRQWDLQLQJ� VHQVLWLYH
VXEMHFW�PDWWHU

�� (DFK�RI�WKH�DERYH

����� )RU�DGGLWLRQDO�LQIRUPDWLRQ�RQ�)282
PDWHULDO�� ZKLFK� RI� WKH� IROORZLQJ
GLUHFWLYHV�VKRXOG�\RX�FRQVXOW"

�� 6(&1$9,167��������
�� 6(&1$9,167��������
�� 6(&1$9,167�������
�� 6(&1$9,167��������

����� 8QGHU�ZKLFK� RI� WKH� IROORZLQJ� FRQGL�
WLRQV�PD\�\RX�XVH�D�VWDQGDUG� OHWWHU
ZLWK�D�ZLQGRZ�HQYHORSH"

�� :KHQ� WKH� OHWWHU� KDV� QR� �IURP�
OLQH� DQG� DOO� HQFORVXUHV� DUH
XQFODVVLILHG

�� :KHQ�WKH�OHWWHU�FRQWDLQV�D��IURP�
OLQH�RQ�QRQOHWWHUKHDG�VWDWLRQHU\

�� :KHQ� WKH� OHWWHU� KDV� RQO\� RQH
�YLD��DGGUHVVHH

�� :KHQ� WKH� DGGUHVV� KDV� ILYH� RU
PRUH�OLQHV

����� 7KH���IURP��OLQH�RI�D�VWDQGDUG� OHWWHU
VKRXOG�FRQWDLQ�ZKLFK�RI�WKH�IROORZLQJ
HOHPHQWV"

�� )XOO�PDLOLQJ�DGGUHVV
�� &RPPDQGLQJ�RIILFHU
V�WLWOH��DFWLY�

LW\
V� QDPH�� DQG� DFWLRQ� RIILFH� �LI
DSSOLFDEOH�� IRU� DW�VHD� FRPPDQGV
RQO\

�� &RPPDQGLQJ�RIILFHU
V�WLWOH��DFWLY�
LW\
V� QDPH�� DQG� JHRJUDSKLF
ORFDWLRQ� IRU� FRPPDQGV� EDVHG
DVKRUH

�� (DFK�RI�WKH�DERYH

����� 7KH� �IURP�� OLQH� LV� QRW� UHTXLUHG� RQ
OHWWHUKHDG� VWDWLRQHU\� VLQFH� LW� RQO\
UHSHDWV� LQIRUPDWLRQ� IURP� WKH
OHWWHUKHDG�DGGUHVV�

�� 7UXH
�� )DOVH



��

����� :KHUH�VKRXOG�\RX�EHJLQ�FRQWLQXDWLRQ
OLQHV� LQ� WKH� �IURP��� �WR��� DQG� �YLD�
EORFNV"

�� 7ZR� VSDFHV� DIWHU� WKH� FRORQ
IROORZLQJ�WKH�KHDGLQJ

�� )OXVK�ZLWK�WKH�OHIW�PDUJLQ
�� 8QGHU� WKH� ILUVW�ZRUG� LQ� WKH� ILUVW

OLQH�IROORZLQJ�WKH�KHDGLQJ
�� ,QGHQWHG� WZR� VSDFHV� XQGHU� WKH

ILUVW� ZRUG� LQ� WKH� ILUVW� OLQH
IROORZLQJ�WKH�KHDGLQJ

����� <RX�DUH�VHQGLQJ�D�OHWWHU�WR�%83(56
YLD� &,1&/$17)/7�� � :KLFK� RI� WKH
IROORZLQJ�H[DPSOHV�VKRZV�WKH�SURSHU
IRUPDW� IRU� WKH� �WR�� DQG� �YLD�
DGGUHVVHH�EORFNV"

�� 7R����&KLHI�RI�1DYDO�3HUVRQQHO
9LD�� ���� &RPPDQGHU� LQ� &KLHI�
8�6��$WODQWLF�)OHHW

�� 7R����&RPPDQGHU�LQ�&KLHI��8�6�
���������$WODQWLF�)OHHW
9LD������&KLHI�RI�1DYDO�3HUVRQQHO

�� 7R����&KLHI�RI�1DYDO�3HUVRQQHO
9LD���&RPPDQGHU�LQ�&KLHI��8�6�
���������$WODQWLF�)OHHW

�� 7R����&RPPDQGHU�LQ�&KLHI��8�6�
���������$WODQWLF�)OHHW
9LD���&KLHI�RI�1DYDO�3HUVRQQHO

����� :KHQ� UHVSRQGLQJ� WR� SUHYLRXV
FRUUHVSRQGHQFH�� \RX� VKRXOG� DOZD\V
UHSHDW� WKH� VXEMHFW� OLQH� RI� SUHYLRXV
FRUUHVSRQGHQFH� XQOHVV� D� FKDQJH� LV
HVVHQWLDO�IRU�FODULW\�

�� 7UXH
�� )DOVH

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG�\RX�IRUPDW�WKH�VXEMHFW�OLQH�RI
D�VWDQGDUG�OHWWHU"

�� 68%-���&200$1'�3+<6,&$/
�������������5($',1(66�7(67

�� 6XEM���&200$1'�3+<6,&$/
�����������5($',1(66�7(67

�� 68%-�� &RPPDQG� 3K\VLFDO� 5HDGL�
������QHVV�7HVW

�� 6XEM�� &RPPDQG� 3K\VLFDO� 5HDGL�
����������QHVV�7HVW

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� \RX� IRUPDW� D� OHWWHU� WKDW
FRQWDLQV�RQO\�RQH�UHIHUHQFH"

�� 5HI�������6(&1$9,167�������
�� 5HI����D��6(&1$9,167�������
�� 5HI����$��6(&1$9,167�������
�� 5HI���6(&1$9,167�������

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� \RX� UHIHUHQFH� D� PHVVDJH� LQ
WKH� UHIHUHQFH� OLQH� RI� D� VWDQGDUG
OHWWHU"

�� 5HI���D��866�'5<'2&.��''����
�������=�-8/���

�� 5HI��866�'5<'2&.��''����
��������50*�������=�-XO���

�� 5HI���D��866�'5<'2&.
�������=�-XO���

�� 5HI��866�'5<'2&.
�50*�������=�-XO���

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� \RX� UHIHUHQFH� D� WHOHSKRQH
FRQYHUVDWLRQ� LQ� WKH� UHIHUHQFH� OLQH� RI
D�VWDQGDUG�OHWWHU"

�� 3+21&21� %83(56� �3(56����
0U��6PLWK�231$9��1��$���&'5
-RQHV�RI����$XJ���

�� 3+21&21� %83(56� �3(56�
����231$9��1��$���RI����$XJ���

�� 3+21&21� 0U�� 6PLWK�&'5
-RQHV�RI����$XJ���

�� 3+21&21�%83(56�0U��6PLWK�
231$9�&'5�-RQHV



��

����� :KLFK� RI� WKH� IROORZLQJ� H[DPSOHV
VKRZV�WKH�SURSHU� IRUPDW� IRU�D� OHWWHU
FRQWDLQLQJ�RQO\�RQH�HQFORVXUH"

�� (QFO���/LVW�RI�2IILFHUV
�� (QFO����D��/LVW�RI�2IILFHUV
�� (QFO�����/LVW�RI�2IILFHUV
�� (QFO�������/LVW�RI�2IILFHUV

����� ,V� LW� QHFHVVDU\� WR� LQGLFDWH� WKDW� D
�FRS\�WR��DGGUHVVHH� LV�RQO\�UHFHLYLQJ
RQH�RI�WZR�HQFORVXUHV�ZLWK�D�OHWWHU"�,I
VR�� LQ� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG�LW�EH�LQGLFDWHG"

�� <HV�� WKH� SKUDVH� ��Z�R� HQFO� �����
VKRXOG�EH�LQ�WKH�UHFLSLHQW
V��FRS\
WR��OLQH

�� <HV�� WKH� SKUDVH� ��127$/��
VKRXOG� EH� LQ� WKH� HQFORVXUH� EORFN
LQGLFDWLQJ� WKDW� WKLV� GRFXPHQW� LV
QRW�PHDQW�IRU�DOO�FRPPDQGV

�� <HV�� D� SHUVRQDO� QRWH� VKRXOG� EH
DWWDFKHG�H[SODLQLQJ�WKH�VLWXDWLRQ

�� 1R

����� 7KH� VL]H�� ZHLJKW�� DQG� RWKHU� IDFWRUV
SUH�YHQW� \RX� IURP� VHQGLQJ� DQ
HQFORVXUH�ZLWK�D�OHWWHU���:KLFK�RI�WKH
IROORZLQJ�DOWHUQDWH� VWHSV� VKRXOG� \RX
WDNH"

�� ([SODLQ� WKH� VLWXDWLRQ� LQ� WKH� WH[W
RI�\RXU�OHWWHU

�� 7\SH� WKH� SKUDVH� ��VHS� FRYHU��
DIWHU�WKH�HQFORVXUH
V�GHVFULSWLRQ

�� 7DNH� DGYDQWDJH� RI� FRUUHVSRQG�
HQFH� VKRUWFXWV� DQG� ID[� WKH
HQFORVXUH

�� )LQG� D� ODUJHU�PRUH� VXLWDEOH� FRQ�
WDLQHU�� WKHQ� VHQG� HYHU\WKLQJ
WRJHWKHU

����� :KLFK�RI�WKH�IROORZLQJ�UXOHV�LV�DSSOL�
FDEOH� ZKHQ� QXPEHULQJ� SDUDJUDSKV
LQ�D�VWDQGDUG�OHWWHU"

�� 3DUDJUDSKV� VKRXOG� DOZD\V� EH
QXPEHUHG

�� $OO� VXESDUDJUDSKV� PD\� EH
OHWWHUHG� RU� QXPEHUHG� GHSHQGLQJ
RQ�WKHLU�SODFHPHQW�LQ�WKH�OHWWHU

�� %RWK���DQG���DERYH
�� ,I�D�OHWWHU�LV�XQFODVVLILHG�DQG�RQO\

RQH�SDJH�ORQJ��SDUDJUDSKV�VKRXOG
QRW�EH�QXPEHUHG

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� \RX� LGHQWLI\� SDUDJUDSKV� DQG
VXEVHTXHQW�VXESDUDJUDSKV"

�� ��D�����D�
�� ��$�����D�
�� �$����D�D�
�� $����D����

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� \RX� GLYLGH� SDUDJUDSKV� DQG
VXESDUDJUDSKV�LQ�D�VWDQGDUG�OHWWHU"

�� ,QGHQW�WKH�EHJLQQLQJ�RI�DOO�PDMRU
SDUDJUDSKV

�� 'RXEOH�VSDFH� EHWZHHQ� PDMRU
SDUDJUDSKV�� LQGHQW� DQG� VLQJOH�
VSDFH�EHWZHHQ�VXESDUDJUDSKV

�� 6LQJOH�VSDFH� � EHWZHHQ� � SDUD�
JUDSKV�DQG�GRXEOH�VSDFH�EHWZHHQ
VXESDUDJUDSKV

�� 'RXEOH�VSDFH� EHWZHHQ� DOO� SDUD�
JUDSKV�DQG�VXESDUDJUDSKV



��

����� $� SDUDJUDSK�PD\� EH� VWDUWHG� DW� WKH
ERWWRP�RI�D�SDJH�DV�ORQJ�DV��D��ZKDW
WRWDO�QXPEHU�RI�OLQHV�UHPDLQ�RQ�WKDW
SDJH� DQG� �E�� ZKDW� QXPEHU� PXVW
FDUU\�RYHU�WR�WKH�QH[W�SDJH"

�� �D������E���
�� �D������E���
�� �D������E���
�� �D������E���

����� %H\RQG� ZKDW� VXESDUDJUDSK� OHYHO
VKRXOG� \RX� QRUPDOO\� 127� GLYLGH
XQWLO� DOO� UH�SDUDJUDSKLQJ� DOWHUQD�
WLYHV�KDYH�EHHQ�H[KDXVWHG"

�� )LUVW
�� 6HFRQG
�� 7KLUG
�� )RXUWK

����� :KLFK��LI�DQ\��RI�WKH�IROORZLQJ�WHUPV
LV� DQ� DSSURSULDWH� FORVLQJ� IRU� D
VWDQGDUG�QDYDO�OHWWHU"

�� 6LQFHUHO\
�� 5HVSHFWIXOO\
�� 6LQFHUHO\�\RXUV
�� 1RQH�RI�WKH�DERYH

����� :KLFK� RI� WKH� IROORZLQJ� VLJQDWXUH
EORFN�H[DPSOHV�FRUUHFWO\� LGHQWLILHV�D
VKLS
V� &2� ZKR� LV� VLJQLQJ
FRUUHVSRQGHQFH� RQ� OHWWHU�KHDG
VWDWLRQHU\"

�� -2+1�$��'2(
&RPPDQGLQJ�2IILFHU

�� -2+1�$��'2(
&$37���861
&RPPDQGLQJ

�� -2+1�$��'2(
&$37���861

�� -2+1�$��'2(

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� DQ� LQGLYLGXDO� ZLWK� �E\
GLUHFWLRQ�� DXWKRULW\� VLJQ� RUGHUV
DIIHFWLQJ�SD\�DQG�DOORZDQFHV"

�� -2+1�$��'2(
$GPLQ�2IILFHU
%\�GLUHFWLRQ�RI
WKH�&RPPDQGLQJ�2IILFHU

�� -2+1�$��'2(
%\�'LUHFWLRQ

�� -2+1�$��'2(
%\�'LUHFWLRQ�RI
WKH�&RPPDQGLQJ�2IILFHU

�� -2+1�$��'2(
/&'5����861
%\�'LUHFWLRQ�RI
WKH�&RPPDQGLQJ�2IILFHU

����� <RX�DUH�VHQGLQJ�D�OHWWHU�WR�DFWLYLWLHV
IRU� LQIRUPDWLRQ� SXUSRVHV� RQO\�� QR
DFWLRQ� LV� UHTXLUHG� RQ� WKHLU� SDUW�
:KHUH� VKRXOG� \RX� OLVW� WKHVH
DFWLYLWLHV"

�� ,Q�WKH��YLD��EORFN
�� ,Q�WKH��FRS\�WR��EORFN
�� ,Q�WKH��LQIR��DGGUHVVHH�EORFN
�� ,Q�WKH��EOLQG�FRS\�WR��EORFN

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG�\RX�IRUPDW�WKH��FRS\�WR��EORFN
LQ�D�VWDQGDUG�QDYDO�OHWWHU"

�� &RS\� WR�� &12� �1����� &1(7
�1�����1$9$,5��1���

�� &RS\�WR�
&12� �1���� 1$9$,5� �1���
&1(7��1���

�� &RS\�WR�
&12��1���
&1(7��1���
1$9$,5��1���

�� %RWK���DQG���DERYH



��

����� )RU�ZKLFK�RI�WKH�IROORZLQJ�UHDVRQV�LV
D� �EOLQG� FRS\� WR�� EORFN� XVHG� LQ� D
VWDQGDUG�QDYDO�OHWWHU"

�� 7R� VKRZ� LQWHUQDOO\� URXWHG� FRSLHV
ZLWKLQ�\RXU�FRPPDQG

�� 7R�GLVFUHWHO\�SDVV� LQIRUPDWLRQ�WR
DQ� DGGUHVVHH� ZLWKRXW� DQQRXQF�
LQJ�LW�WR�HYHU\RQH

�� %RWK���DQG���DERYH
�� 7R� VKRZ� ZKHUH� DOO� FRSLHV� RI� D

OHWWHU�KDYH�EHHQ�PDLOHG

����� <RX� DUH� FRPSRVLQJ� WKH� VHFRQG� SDJH
RI� D� WZR�SDJH� OHWWHU�� � 7\SLQJ� VWDUWV
RQ� WKH� VL[WK� OLQH�� � +RZ� VKRXOG� \RX
FRPSRVH�WKLV�OLQH"

�� 5HSHDW� WKH� VXEMHFW� OLQH� IURP� WKH
ILUVW�SDJH�RQO\

�� 5HSHDW�WKH�LGHQWLILFDWLRQ�V\PEROV
IURP�WKH�ILUVW�SDJH�RQO\

�� 5HSHDW�ERWK� WKH� VXEMHFW� OLQH� DQG
LGHQWLILFDWLRQ� V\PEROV� IURP� WKH
ILUVW�SDJH

�� &RQWLQXH� ZLWK� WKH� WH[W�� QR
UHSHWLWLRQ�LV�QHFHVVDU\

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� \RX�QXPEHU� WKH� VHFRQG�SDJH
RI�D�WZR�SDJH�XQFODVVLILHG�OHWWHU"

�� 7KH� QXPEHU� �� LQ� WKH� ERWWRP
ULJKW�KDQG� FRUQHU�� RQH�KDOI� LQFK
IURP�WKH�ERWWRP

�� 7KH� QXPEHU� ���� FHQWHUHG�� RQH�
KDOI�LQFK�IURP�WKH�ERWWRP

�� 7KH�QRWDWLRQ���RI���FHQWHUHG��RQH�
KDOI�LQFK�IURP�WKH�ERWWRP

�� 7KH� QXPEHU� �� FHQWHUHG� RQH�KDOI
LQFK�IURP�WKH�ERWWRP

����� :KLFK�RI� WKH� IROORZLQJ� UXOHV� DSSOLHV
ZKHQ� QXPEHULQJ� SDJHV� LQ� DQ
XQFODVVLILHG�OHWWHU"

�� $OO�SDJHV�PXVW�EH�QXPEHUHG
�� 1XPEHU�RQO\�WKH�VHFRQG�DQG�VXF�

FHHGLQJ�SDJHV
�� ,I� D� OHWWHU� FRQWDLQV� RQO\� WZR

SDJHV�� QR� QXPEHULQJ� LV� QHFHV�
VDU\� VLQFH� WKH� VLJQDWXUH� SDJH� LV
DOZD\V�SDJH��

�� %RWK���DQG���DERYH

����� :KLFK� RI� WKH� IROORZLQJ� VWDWHPHQWV
UHIOHFWV� WKH� FRUUHFW�SODFHPHQW� RI� WKH
VLJQDWXUH�EORFN�RQ�D�MRLQW�OHWWHU�ZLWK
WKUHH�FRVLJQHUV"

�� 7KH� VHQLRU� RIILFLDO
V� VLJQDWXUH
VKRXOG�EH�SODFHG� RQ� WKH� OHIW� VLGH
RI�WKH�SDJH

�� 7KH� VHFRQG� FRVLJQHU
V� VLJQDWXUH
EORFN� VKRXOG� EH� SODFHG� RQ� WKH
ULJKW�VLGH�RI�WKH�SDJH

�� $OO� VLJQDWXUHV� VKRXOG� EH� SODFHG
GLUHFWO\�EHQHDWK�HDFK�RWKHU

�� $� WKLUG� FRVLJQHU
V� VLJQDWXUH
VKRXOG�EH�SODFHG�LQ�WKH�PLGGOH�RI
WKH�SDJH

/HDUQLQJ�2EMHFWLYH��([SODLQ�WKH�XVH�RI
D�PXOWLSOH�DGGUHVV�OHWWHU�

����� ,Q�ZKLFK� RI� WKH� IROORZLQJ� VLWXDWLRQV
VKRXOG� \RX� XVH� D� PXOWLSOH�DGGUHVV
OHWWHU"

�� :KHQ� LW� LV� XVHG� LQVWHDG� RI� WKH
�YLD�� EORFN� DQG� WLPH� FRQVWUDLQWV
SUHYHQW� WKH� XVH� RI� QRUPDO� YLD
FKDQQHOV

�� :KHQ� LW� LV� XVHG� LQVWHDG� RI� WKH
�FRS\� WR��EORFN� WR�GLVFUHHWO\�SDVV
LQIRUPDWLRQ

�� :KHQ� \RX� KDYH� WZR� RU� PRUH
OHWWHUV� GHVWLQHG� IRU� WKH� VDPH
DFWLYLW\

�� :KHQ� \RX� KDYH� WZR� RU� PRUH
DFWLRQ�DGGUHVVHHV



��

����� <RX� DUH� FRPSRVLQJ� D� PXOWLSOH�
DGGUHVV�OHWWHU���:KHQ��LI�HYHU��VKRXOG
\RX�XVH�D�GLVWULEXWLRQ�EORFN"

�� :KHQ� \RX� KDYH� ILYH� RU� PRUH
DFWLRQ�DGGUHVVHHV

�� :KHQ� \RX� QHHG� WR� VKRZ� WKH
LQWHUQDO� GLVWULEXWLRQ�ZLWKLQ� \RXU
FRPPDQG

�� :KHQ� \RX� QHHG� WR� VKRZ� WKH
H[WHUQDO� GLVWULEXWLRQ� RXWVLGH� RI
\RXU�FRPPDQG

�� 1HYHU

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG�\RX�OLVW�HLJKW�DGGUHVVHHV�LQ�D
PXOWLSOH�DGGUHVV�OHWWHU"

�� /LVW� DOO� DGGUHVVHHV� LQ� WKH� �WR�
EORFN

�� /LVW� DOO� DGGUHVVHHV� LQ� WKH
GLVWULEXWLRQ�EORFN

�� /LVW� IRXU� DGGUHVVHHV� LQ� WKH� �WR�
EORFN� DQG� WKH� UHPDLQLQJ� IRXU� LQ
WKH�GLVWULEXWLRQ�EORFN

�� /LVW� RQO\� WKH� ILUVW� DGGUHVVHH� LQ
WKH��WR��OLQH�DQG�WKH�UHPDLQGHU�LQ
WKH�GLVWULEXWLRQ�EORFN

����� 2Q� D� PXOWLSOH�DGGUHVV� OHWWHU�� DOO
DFWLRQ� DGGUHVVHHV� VKRXOG� UHFHLYH� D
FRS\� RI� WKH� OHWWHU�ZLWK�ZKDW� W\SH� RI
VLJQDWXUH"

�� 2ULJLQDO�RQO\
�� 3KRWRFRSLHG�RQO\
�� 2ULJLQDO�RU�SKRWRFRSLHG
�� 3KRWRFRSLHG�ZLWK�RULJLQDO�LQLWLDOV

RI� WKH� VLJQHU� E\� WKH� SKRWRFRSLHG
VLJQDWXUH

����� :KLFK�� LI� DQ\�� RI� WKH� IROORZLQJ
PHWKRGV� LV� WKH� UHFRPPHQGHG� RUGHU
IRU� DVVHPEOLQJ� D� PXOWLSOH�DGGUHVV
OHWWHU� IRU� VLJQDWXUH� DQG� PDLOLQJ
ZKHQ� XVLQJ� D� IROGHU� UDWKHU� WKDQ� D
VLQJOH�VWDFN�RI�SDSHU"

�� $� EULHI� VKHHW� �LI� UHTXLUHG��� WKH
ILUVW��WKHQ�WKH�VHFRQG�OHWWHU��ERWK
ZLWK� HQFORVXUHV�� FRSLHV� IRU� �FRS\
WR�� DGGUHVVHHV�� RIILFLDO� ILOH� FRSLHV
ZLWK�HQFORVXUHV��DQG�EDFNJURXQG
PDWHULDO�RQ�ULJKW�KDQG�VLGH�RI�WKH
IROGHU

�� %ULHI�VKHHW��LI�UHTXLUHG��DQG�EDFN�
JURXQG�PDWHULDO�RQ�WKH� OHIW�KDQG
VLGH� RI� WKH� IROGHU�� ILUVW�� WKHQ
VHFRQG� OHWWHU�� ERWK� ZLWK
HQFORVXUHV� DQG� HQYHORSHV�� �FRS\
WR�� DGGUHVVHHV� FRSLHV� ZLWK
HQYHORSHV�� DQG� RIILFLDO� ILOH� FRSLHV
ZLWK�HQFORVXUHV�RQ�WKH�ULJKW�KDQG
VLGH�RI�WKH�IROGHU

�� %ULHI� VKHHW� �LI� UHTXLUHG��� RIILFLDO
ILOH� FRSLHV�� DQG� EDFNJURXQG
PDWHULDO� RQ� WKH� OHIW�KDQG� VLGH�
ILUVW�� WKHQ� VHFRQG� OHWWHU�� ERWK
ZLWK� HQFORVXUHV�� DQG� �FRS\� WR�
DGGUHVVHHV� FRS\� RQ� WKH� ULJKW�
KDQG�VLGH�RI�WKH�IROGHU

�� 1RQH�RI�WKH�DERYH

/HDUQLQJ� 2EMHFWLYH�� ,GHQWLI\� WKH� VWHSV
QHHGHG�WR�SUHSDUH�DQ�HQGRUVHPHQW�WR�D
OHWWHU�VHQW�YLD�\RXU�DFWLYLW\�

����� )RU� ZKLFK� RI� WKH� IROORZLQJ� UHDVRQV
PD\� DQ� HQGRUVHPHQW� WR� D� OHWWHU� EH
XVHG"

�� 7R�UHGLUHFW�D�OHWWHU
�� 7R� DOWHU� WKH� RUGHU� RI� DQ\

UHPDLQLQJ�DGGUHVVHHV
�� %RWK���DQG���DERYH
�� 7R� UHSO\� WR� URXWLQH

FRUUHVSRQGHQFH



��

����� )RU�ZKLFK�RI�WKH�IROORZLQJ�VLWXDWLRQV
VKRXOG� \RX� SUHSDUH� VDPH�SDJH
HQGRUVHPHQWV� WR� D� OHWWHU� VHQW� YLD
\RXU�FRPPDQG"

�� ,I� \RXU� HQGRUVHPHQW� ZLOO� ILW� RQ
WKH�EDVLF� OHWWHU�DQG� LV�VXUH�WR�EH
VLJQHG�ZLWKRXW�UHYLVLRQ

�� ,I�\RX�H[SHFW�QR�UHYLVLRQ�DQG�FDQ
SODFH�DW�OHDVW�WZR�OLQHV�RI�WH[W�RQ
WKH� EDVLF� OHWWHU� ZLWK� WKH� UHVW
JRLQJ�RQ�D�QHZ�SDJH

�� %RWK���DQG���DERYH
�� <RX� VLPSO\� ZDQW� WR� IRUZDUG� D

OHWWHU� ZLWKRXW� DQ\� FRPPHQWV� WR
WKH�QH[W�YLD�DGGUHVVHH

����� <RX� DUH� SUHSDULQJ� DQ� HQGRUVHPHQW
WR� DQ� RULJLQDO� OHWWHU� WKDW� KDV� WZR
UHIHUHQFHV� DQG� WKUHH� HQFORVXUHV�
<RX� DGG� WZR� DGGLWLRQDO� UHIHUHQFHV
DQG� DQ� HQFORVXUH�� � ,Q� ZKLFK� RI� WKH
IROORZLQJ�ZD\V�VKRXOG�\RX�W\SH�\RXU
UHIHUHQFH�DQG�HQFORVXUH�EORFNV"

�� 5HI� �F�
�G�

(QFO� ���
�� 5HI� �D�

�E�
(QFO� ���

�� 5HI� �F�
�G�

(QFO� ���
�� 5HI� �D�

�E�
(QFO� ���

����� <RX� KDYH� DGGHG� DQ� HQFORVXUH� WR� D
OHWWHU� VHQW� YLD� \RXU� FRPPDQG�� ,Q
DGGLWLRQ�WR�WKH�DFWLRQ�DGGUHVVHH��ZKR
HOVH� VKRXOG� UHFHLYH� D� FRS\� RI� \RXU
HQFORVXUH"

�� 7KH�RULJLQDWRU�RQO\
�� $Q\� UHPDLQLQJ� YLD� DGGUHVVHHV

RQO\
�� 7KH� RULJLQDWRU� DQG� DQ\

UHPDLQLQJ�YLD�DGGUHVVHHV
�� 7KH� RULJLQDWRU� DQG� RWKHUV

GHSHQGLQJ� RQ� WKH� HQFORVXUH
V
LPSRUWDQFH

����� <RXU�HQGRUVHPHQW�RI�D�OHWWHU�VHQW�YLD
\RXU� FRPPDQG� LV� �IRUZDUGHG
UHFRPPHQGLQJ� GLVDSSURYDO��� � ,Q
DGGLWLRQ� WR� WKH� DFWLRQ� DGGUHVVHH�
ZKLFK� RI� WKH� IROORZLQJ� LQGLYLGXDOV
VKRXOG� UHFHLYH� D� FRS\� RI� \RXU
HQGRUVHPHQW"

�� (DFK� UHPDLQLQJ� �YLD�� DGGUHVVHH�
WKH� RULJLQDWRU�� DQG� DQ\� FRS\� WR
DGGUHVVHHV� DGGHG� E\� \RXU
FRPPDQG

�� (DFK�SULRU�HQGRUVHU��HDUOLHU��FRS\
WR��DGGUHVVHHV��DQG�DQ\��FRS\�WR�
DGGUHVVHHV� DGGHG� E\� \RXU
FRPPDQG

�� (DFK� UHPDLQLQJ� �YLD�� DGGUHVVHH
DQG�WKH�RULJLQDWRU

�� (DFK�RI�WKH�DERYH

����� <RX� DUH� SUHSDULQJ� DQ� HQGRUVHPHQW
WR�D� OHWWHU�DGGUHVVHG�WR�&RPPDQGHU
LQ� &KLHI�� 8�6�� $WODQWLF� )OHHW�� � 7KLV
OHWWHU�KDV�WZR��YLD��DGGUHVVHHV��<RXU
FRPPDQG� LV� WKH� ILUVW� DQG
&RPPDQGHU�� 1DYDO� $LU� )RUFH�� 8�6�
$WODQWLF�)OHHW� LV� WKH� VHFRQG�� �:KLFK
RI� WKH� IROORZLQJ� IRUPDWV� VKRXOG� \RX
XVH�WR�DGGUHVV�\RXU�OHWWHU"

�� )URP� <RXU�FRPPDQG
7R� &RPPDQGHU�LQ�&KLHI�

8�6��$WODQWLF�)OHHW
�� )URP� <RXU�FRPPDQG

9LD� ���� &RPPDQGHU�� 1DYDO
$LU� )RUFH�� 8�6�� $WODQWLF
)OHHW
����&RPPDQGHU�LQ�&KLHI�
8�6��$WODQWLF�)OHHW

�� )URP� <RXU�FRPPDQG
7R� &RPPDQGHU��1DYDO�$LU

)RUFH��8�6��$WODQWLF�)OHHW
&RPPDQGHU� LQ� &KLHI�
8�6��$WODQWLF�)OHHW

�� )URP� <RXU�FRPPDQG
7R� &RPPDQGHU�LQ�&KLHI�

8�6��$WODQWLF�)OHHW
9LD� &RPPDQGHU��1DYDO�$LU

)RUFH��8�6��$WODQWLF
)OHHW



��

����� <RX� DUH� SUHSDULQJ� DQ� HQGRUVHPHQW
WR� D� OHWWHU� WKDW� LV� WKUHH� SDJHV� ORQJ�
<RXU�HQGRUVHPHQW�LV�WZR�SDJHV�ORQJ�
,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG�\RX�QXPEHU�WKH�SDJHV�RI�\RXU
HQGRUVHPHQW"

�� 7KH� ILUVW� SDJH� VKRXOG� EH
QXPEHUHG���DQG�WKH�VHFRQG�SDJH
QXPEHUHG��

�� 7KH� ILUVW� SDJH� VKRXOG� QRW� EH
QXPEHUHG� DQG� WKH� VHFRQG� SDJH
VKRXOG�EH�QXPEHUHG��

�� 7KH� ILUVW� SDJH� VKRXOG� QRW� EH
QXPEHUHG� DQG� WKH� VHFRQG� SDJH
VKRXOG�EH�QXPEHUHG��

�� 7KH� ILUVW� SDJH� VKRXOG� EH
QXPEHUHG���DQG�WKH�VHFRQG�SDJH
QXPEHUHG��

����� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� \RX� DVVHPEOH� D� EDVLF� OHWWHU
ZLWK� HQFORVXUHV�� SUHYLRXV� HQGRUVH�
PHQWV�� DQG� \RXU� HQGRUVHPHQW� ZLWK
RQH�DGGHG�HQFORVXUH"

�� <RXU�HQGRUVHPHQW�RQ�WRS��HDUOLHU
HQGRUVHPHQW�� \RXU� HQFORVXUH�
HDUOLHU�HQFORVXUHV

�� %DVLF� OHWWHU�� \RXU� HQGRUVHPHQW�
HDUOLHU�HQFORVXUHV�RQO\

�� <RXU�HQGRUVHPHQW�RQ�WRS��HDUOLHU
HQGRUVHPHQWV�� EDVLF� OHWWHU�
HDUOLHU� HQFORVXUHV� ZLWK� \RXUV� RQ
WRS

�� <RXU� HQGRUVHPHQW� RQ� WRS�� \RXU
DGGHG� HQFORVXUHV�� HDUOLHU
HQGRUVHPHQWV�� EDVLF� OHWWHU� ZLWK
HDUOLHU�HQFORVXUHV

/HDUQLQJ� 2EMHFWLYH�� ,GHQWLI\� WKH
IRUPDWV� HVWDEOLVKHG� IRU� PHPRUDQGXP
FRUUH�VSRQGHQFH� ZLWKLQ� RU� EHWZHHQ
'21�DFWLYLWLHV�

����� :KDW� W\SH� RI� PHPRUDQGXP� VKRXOG
EH� XVHG� LQWHUQDOO\� WR� GRFXPHQW
PHHWLQJV�� LPSRUWDQW� WHOHSKRQH
FRQYHUVDWLRQV�� DQG� RUDO� DJUHHPHQWV
WKDW�DUH�QRW�UHFRUGHG�HOVHZKHUH"

�� 0HPRUDQGXP�IRU�WKH�UHFRUG
�� �0HPRUDQGXP� IRU�� PHPR�

UDQGXP
�� 0HPRUDQGXP�RI�XQGHUVWDQGLQJ
�� 'RFXPHQWDWLRQ�PHPRUDQGXP

����� :KDW�VL]HV�DUH�WKH�WZR�SULQWHG�IURP�
WR�PHPRUDQGXPV"

�� %RWK�DUH��������E\����
�� �������E\�����DQG��������E\�������
�� �������E\�����DQG��������E\�������
�� �� ����� E\� �� ����� DQG� �� ����� E\� �

����

����� :KHQ� IRUPDWWLQJ� SULQWHG
PHPRUDQGXP� IRUPV�� \RX� VKRXOG
IROORZ�ZKLFK�RI�WKH�IROORZLQJ�UXOHV"

�� &RGHV�RU�WLWOHV�PD\�EH�XVHG�LQ�WKH
IURP�DQG�WR�OLQHV

�� )XOO� LGHQWLILFDWLRQ� V\PEROV
VKRXOG�EH�XVHG

�� $OZD\V�DOORZ���LQFK� WRS�� ERWWRP�
DQG�VLGH�PDUJLQV

�� 7KH� ZULWHU�PXVW� VLJQ� KLV� RU� KHU
QDPH�ZLWK�DQ�DXWKRULW\�OLQH

����� 7KHUH� LV� QR� EDVLF� GLIIHUHQFH� LQ� WKH
XVDJH�RI�SULQWHG�PHPRUDQGXP�IRUPV
DQG� SODLQ�SDSHU� PHPR�UDQGXPV
H[FHSW�WKDW�WKH�ODWWHU�RIIHUV�ZKLFK�RI
WKH�IROORZLQJ�DGYDQWDJHV"

�� 7KH\�DUH�D�PRUH�IRUPDO�PHDQV�RI
FRPPXQLFDWLRQV

�� 7KH\�DUH�PRUH�IOH[LEOH��HVSHFLDOO\
ZKHQ� WKHUH� DUH� PXOWLSOH
DGGUHVVHHV�� �YLD�� DGGUHVVHHV�� RU
ERWK

�� 7KH\� FDQ� EH� XVHG� IRU� GLUHFW
OLDLVRQ�ZLWK�LQGLYLGXDOV�RXWVLGH�RI
\RXU�DFWLYLW\��ZKHQ�DXWKRUL]HG

�� (DFK�RI�WKH�DERYH

����� <RX� KDYH� EHHQ� DSSRLQWHG� DV� WKH
&RPELQHG� )HGHUDO� &DPSDLJQ� FKDLU�
SHUVRQ�DQG�QHHG� WR� FRUUHVSRQG�ZLWK
RWKHU� PHPEHUV� RXWVLGH� RI� \RXU
DFWLYLW\��:KDW� W\SH�RI�PHPRUDQGXP
VKRXOG�\RX�XVH�IRU�WKLV�SXUSRVH"

�� �0HPRUDQGXP� IRU�� PHPR�
UDQGXP

�� 0HPRUDQGXP�RI�DJUHHPHQW
�� 3ODLQ�SDSHU�PHPRUDQGXP
�� /HWWHUKHDG�PHPRUDQGXP



��

����� �D�� :KDW� W\SH� RI� PHPRUDQGXP
VKRXOG��EH�XVHG�ZKHQ�FRUUHVSRQGLQJ
ZLWK�6(&�1$9�DQG� �E��ZKLFK�RI� WKH
IROORZLQJ�RIILFLDOV�PD\�XVH�LW"

�� �D���0HPRUDQGXP�IRU��PHPR�
UDQGXP

�E��&12
�� �D��/HWWHUKHDG�PHPRUDQGXP

�E��&12
�� �D���0HPRUDQGXP�IRU��PHPR�

UDQGXP
�E��&2��866�1(9(56$,/

�� �D��/HWWHUKHDG�PHPRUDQGXP
�E��'HSW�KHDG��866�1(9(56$,/

����� :KLFK�RI� WKH� IROORZLQJ� UXOHV� DSSOLHV
ZKHQ� IRUPDWWLQJ� WKH� DGGUHVV� IRU� D
�PHPRUDQGXP�IRU��PHPRUDQGXP"

�� 8VH� WKH� DGGUHVVHHV� QDPH� DQG
WLWOH��ZKHQHYHU�SRVVLEOH

�� 8VH�RI�WKH�DGGUHVVHHV�IXOO�PDLOLQJ
DGGUHVV�LV�PDQGDWRU\

�� 7KH� �IURP�� OLQH� EHJLQV� RQ� WKH
WKLUG�OLQH�EHORZ�WKH�GDWH

�� 7KH���IURP��DQG��WR��OLQHV�DUH�UH�
SODFHG�E\�WKH��DGGUHVV��OLQH

����� :KHUH� LQ� D� �PHPRUDQGXP� IRU�
PHPRUDQGXP� LV� WKH� VLJQHU
V� WLWOH
VKRZQ"

�� 7KH�WRS�RI�WKH�SDJH�MXVW�EHORZ�WKH
OHWWHUKHDG

�� -XVW�EHORZ�WKH�W\SHG�QDPH�LQ�WKH
VLJQDWXUH�EORFN

�� ,Q�WKH�ILUVW�SDUDJUDSK�LQ�WKH�WH[W
RI�WKH�OHWWHU

�� $W�WKH�YHU\�ERWWRP�RI�WKH�SDJH�LQ
WKH�OHIW�KDQG�FRUQHU

����� :KDW� W\SH� RI� PHPRUDQGXP� VKRXOG
EH� XVHG� WR� GRFXPHQW� PXWXDO
DJUHHPHQWV� RI� IDFWV�� LQWHQWLRQV�� RU
SURFHGXUHV"

�� �0HPRUDQGXP� IRU�� PHPRUDQ�
GXP

�� 0HPRUDQGXP�RI�FRRSHUDWLRQ
�� 0HPRUDQGXP�RI�DJUHHPHQW
�� 0HPRUDQGXP�RI�LQWHQW

����� ,Q� SUHSDULQJ� D� PHPRUDQGXP� RI
XQGHU�VWDQGLQJ�� ZKHUH� LQ� WKH� OHWWHU
VKRXOG� WKH� ZRUGV� �PHPRUDQGXP� RI
XQGHUVWDQGLQJ��EH�SODFHG"

�� &HQWHUHG�RQ� WKH� WKLUG� OLQH�EHORZ
WKH�VHDO

�� )OXVK�OHIW�RQ�WKH�WKLUG�OLQH�EHORZ
WKH�VHDO

�� &HQWHUHG� RQ� WKH� VHFRQG� OLQH
EHORZ�WKH�GDWH

�� )OXVK�OHIW�RQ�WKH�WKLUG�OLQH�EHORZ
WKH�GDWH

����� :KHQ�W\SLQJ�OHWWHUKHDG�IRU�D�PHPR�
UDQGXP� RI� XQGHUVWDQGLQJ�� LQ� ZKDW
RUGHU� VKRXOG� WKH� FRPPDQG� WLWOHV� EH
DUUDQJHG"

�� 6HQLRU� RIILFLDO� RQ� WRS�� MXQLRU
EHORZ��ERWK�FHQWHUHG

�� -XQLRU�RIILFLDO�IOXVK�OHIW��VHQLRU�RQ
VDPH�OLQH�DQG�ULJKW

�� -XQLRU� RIILFLDO� RQ� WRS�� VHQLRU
EHORZ��ERWK�FHQWHUHG

�� 6HQLRU� RIILFLDO� RQ� WRS�� MXQLRU
EHORZ��ERWK�IOXVK�OHIW



��

����� :KLFK� RI� WKH� IROORZLQJ� IRUPDWV
VKRXOG� \RX� XVH� WR� DUUDQJH� WKH
VLJQDWXUH�EORFN�RQ�D�PHPRUDQGXP�RI
XQGHUVWDQGLQJ"

�� -XQLRU�RIILFLDO�WR�WKH�ULJKW��VHQLRU
WR�WKH�OHIW��ERWK�RYHUVFRUHG

�� 6HQLRU�RIILFLDO�WR�WKH�ULJKW��MXQLRU
WR�WKH�OHIW��QRQH�RYHUVFRUHG

�� ,I� WKHUH� LV� D� WKLUG� FRVLJQHU�� KLV
VLJQDWXUH� EORFN� LV� SODFHG� LQ� WKH
PLGGOH

�� 6HQLRU� RIILFLDO� RQ� WRS�� MXQLRU
EHORZ��ERWK�FHQWHUHG

����� &,1&/$17)/7�� &1(7�� DQG� &20�
1$96(&*58� DOO� VLJQ� D
PHPRUDQGXP� RI� XQGHUVWDQGLQJ�
&201$96(&*58� LV� WKH� MXQLRU
RIILFLDO�DQG�&1(7�LV�WKH�ODVW�WR�VLJQ�
,V� LW�QHFHVVDU\�WR�VHQG�D�FRS\�RI� WKH
VLJQHG�DJUHHPHQW�WR�DOO�FRVLJQHUV"�,I
VR��ZKR�LV�UHVSRQVLEOH�IRU�VHQGLQJ�WKH
FRSLHV"

�� <HV��&,1&/$17)/7
�� <HV��&201$96(&*58
�� <HV��&1(7
�� 1R



��

$66,*10(17��

7H[WERRN�$VVLJQPHQW���'HSDUWPHQW�RI�WKH�1DY\�&RUUHVSRQGHQFH�0DQXDO��FKDSWHU����SDJHV����
����DQG�FKDSWHU���

/HDUQLQJ� 2EMHFWLYH�� � 'HPRQVWUDWH� WKH
XVH� RI� D� EXVLQHVV� OHWWHU� WR� FRUUHVSRQG
ZLWK� DJHQFLHV�� EXVLQHVVHV�� RU
LQGLYLGXDOV�RXWVLGH�RI�'2'�

���� <RX�PD\�XVH�D�EXVLQHVV�OHWWHU�IRUPDW
ZKHQ� FRUUHVSRQGLQJ� ZLWK� ZKLFK� RI
WKH�IROORZLQJ�DGGUHVVHHV"

�� $� SDUHQW� RI� DQ� DFWLYH�GXW\�1DY\
PHPEHU�LQ�\RXU�FRPPDQG

�� $� FLYLOLDQ� HTXLSPHQW� PDQX�
IDFWXUHU�ZKR�LV�IDPLOLDU�ZLWK�WKH
VWDQGDUG�OHWWHU

�� 6HFUHWDU\�RI�WKH�1DY\
�� (DFK�RI�WKH�DERYH

���� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� SUHYLRXV� HQFORVXUHV� EH
UHIHUHQFHG�LQ�D�EXVLQHVV�OHWWHU"

�� ,Q� D� UHIHUHQFH� OLQH� E\� HQFORVXUH
QXPEHU

�� ,Q� D� VXEMHFW� OLQH� ZLWKRXW
UHIHUHQFH� WR� WKH� HQFORVXUH
QXPEHU

�� ,Q� WKH�ERG\�RI� WKH� OHWWHU�ZLWKRXW
UHIHUHQFH�WR�WKHP�DV�DQ�HQFORVXUH

�� ,Q� WKH� ERG\� RI� WKH� OHWWHU� ZLWK
UHIHU�HQFH� WR� WKHP� DV� DQ
HQFORVXUH

���� ,Q� ZKLFK� RI� WKH� IROORZLQJ� ZD\V
VKRXOG� \RX� IRUPDW� WKH� GDWH� LQ� WKH
LGHQWLILFDWLRQ� V\PERO� EORFN� RI� D
EXVLQHVV�OHWWHU"

�� 6HSWHPEHU��������
�� ��6HSW���
�� ��6HSWHPEHU�����
�� ������

���� <RX� DUH� W\SLQJ� WKH� DGGUHVV� RI� D
EXVLQHVV�OHWWHU�IRU�XVH�ZLWK�D�ZLQGRZ
HQYHORSH�� �2Q�ZKDW� OLQH� VKRXOG� \RX
EHJLQ�W\SLQJ�WKH�DGGUHVV"

�� 7HQWK
�� 7KLUG
�� 7KLUG�RU�HLJKWK��GHSHQGLQJ�RQ�WKH

OHQJWK�RI�WKH�OHWWHU
�� 6L[WHHQWK

���� ,I� XVHG�� DQ� DWWHQWLRQ� OLQH� VKRXOG
DSSHDU� LQ� ZKDW� ORFDWLRQ� RQ� D
EXVLQHVV�OHWWHU"

�� 2QH�OLQH�DERYH�WKH�LQVLGH�DGGUHVV
IOXVK�ZLWK�WKH�OHIW�PDUJLQ

�� 7ZR� OLQHV� DERYH� WKH� LQVLGH
DGGUHVV� IOXVK� ZLWK� WKH� OHIW
PDUJLQ

�� 2QH�OLQH�EHORZ�WKH�ODVW�OLQH�RI�WKH
LQVLGH�DGGUHVV�IOXVK�ZLWK�WKH�OHIW
PDUJLQ

�� 7ZR� OLQHV� EHORZ� WKH� ODVW� OLQH� RI
WKH�LQVLGH�DGGUHVV�IOXVK�ZLWK�WKH
OHIW�PDUJLQ

���� ,Q�D�EXVLQHVV�OHWWHU�DGGUHVVHG�WR�WKH
/DGLHV� *DUGHQ� &OXE�� RI� ZKLFK� 0UV�
'RH� LV� WKH� SUHVLGHQW�� ZKLFK� RI� WKH
IROORZLQJ�VDOXWDWLRQV�VKRXOG�\RX�XVH"

�� 0DGDPH
�� /DGLHV
�� 'HDU�0UV��'RH
�� 'HDU�3UHVLGHQW�'RH
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���� :KLFK� RI� WKH� IROORZLQJ� VDOXWDWLRQV
VKRXOG� \RX� XVH� LQ� D� EXVLQHVV� OHWWHU
DGGUHVVHG� WR� 7KH� &RPSXWHU
&RPSDQ\� ZLWK� DQ� DWWHQWLRQ� OLQH
PDUNHG�0U��-RKQ�'RH"

�� 'HDU�0U��'RH
�� /DGLHV�DQG�*HQWOHPHQ
�� 'HDU�0U��-RKQ�'RH
�� 'HDU�-RKQ

���� <RX�DUH�UHSO\LQJ�WR�D�EXVLQHVV�OHWWHU
IURP� -�� 'RH� EXW� DUH� XQDEOH� WR
GHWHUPLQH� WKH� DGGUHVVHH
V� JHQGHU�
:KDW�VDOXWDWLRQ�VKRXOG�\RX�XVH"

�� 'HDU�-��'RH
�� 'HDU�6LU�RU�0DGDPH
�� 'HDU�0U��RU�0UV��-��'RH
�� 'HDU�0U��RU�0UV��'RH

���� :KDW�� LI� DQ\WKLQJ�� FRXOG� UHSODFH� WKH
VDOXWDWLRQ�RQ�URXWLQH�DGPLQLVWUDWLYH
EXVLQHVV�OHWWHUV"

�� 7KH�UHWXUQ�DGGUHVV
�� 7KH��VXEMHFW��OLQH
�� 7KH��WR��OLQH
�� 1RWKLQJ

����� <RX� VKRXOG� HQWHU� SDUDJUDSKV� DQG
VXE�SDUDJUDSKV� RI� D� EXVLQHVV� OHWWHU
LQ�ZKLFK�RI�WKH�IROORZLQJ�IRUPDWV"

�� ,QGHQW�PDLQ�DQG�VXESDUDJUDSKV
�� 'RXEOH�VSDFH� EHWZHHQ� SDUD�

JUDSKV
�� %RWK���DQG���DERYH
�� 1XPEHU�PDLQ�SDUDJUDSKV

����� ,I�D�EXVLQHVV�OHWWHU�ZLOO�EH�HLJKW�OLQHV
RU� OHVV�� ZKLFK� RI� WKH� IROORZLQJ
SURFHGXUHV� PD\� \RX� XVH� WR� EDODQFH
WKH�DSSHDUDQFH�RI�WKH�OHWWHU"

�� 8VH�PDUJLQV�DV�ZLGH�DV���LQFKHV
�� 6WDUW� WKH� LQVLGH� DGGUHVV� XS� WR

HLJKW�OLQHV�EHORZ�WKH�GDWH
�� 0D\�EH�GRXEOH�VSDFHG
�� (DFK�RI�WKH�DERYH

����� :KDW�� LI� DQ\�� FRPSOLPHQWDU\� FORVLQJ
VKRXOG�\RX�XVH�LQ�D�EXVLQHVV�OHWWHU"

�� 5HVSHFWIXOO\
�� 6LQFHUHO\
�� 6LQFHUHO\�\RXUV
�� 1RQH

����� 7KH�;2��&'5�-��$��'RH��RI�WKH�866
1(9(56$,/��KDV� �E\� GLUHFWLRQ�� DX�
WKRULW\� DQG� LV� VLJQLQJ� D� URXWLQH
EXVLQHVV� OHWWHU� WKDW� QHLWKHU� PDNHV
FRPPLWPHQW� QRU� WDNHV� DQ� RIILFLDO
VWDQG�� � ,Q� ZKLFK� RI� WKH� IROORZLQJ
ZD\V� VKRXOG� \RX� IRUPDW� WKH
VLJQDWXUH�EORFN�RI�WKLV�OHWWHU"

�� -��$��'2(
%\�GLUHFWLRQ

�� -��$��'2(
([HFXWLYH�2IILFHU

�� -��$��'2(
&RPPDQGHU��8�6��1DY\
([HFXWLYH�2IILFHU

�� -��$��'2(
&'5����861
%\�GLUHFWLRQ�RI�WKH
&RPPDQGLQJ�2IILFHU

����� <RX� VKRXOG� IRUPDW� WKH� �FRS\� WR�
EORFN�RI�D�EXVLQHVV�OHWWHU�DV�VKRZQ�LQ
ZKLFK�RI�WKH�IROORZLQJ�H[DPSOHV"

�� &RS\�WR��%83(56��3(56����
�� &RS\� WR�� %XUHDX� RI� 1DYDO

3HUVRQQHO��3(56����
�� &RS\� WR�� &+1$93(56� �3(56�

���
�� (DFK�RI�WKH�DERYH

����� 7R� LGHQWLI\� WKH� VHFRQG� DQG
VXFFHHGLQJ�SDJHV�RI�D�EXVLQHVV�OHWWHU�
\RX� VKRXOG� UHSHDW� ZKLFK� RI� WKH
IROORZLQJ�SDUWV�RI�WKH�OHWWHU�IURP�WKH
ILUVW�SDJH"

�� ,GHQWLILFDWLRQ�V\PEROV
�� 6XEMHFW�OLQH
�� %RWK���DQG���DERYH
�� 6XEMHFW�OLQH�DQG�UHIHUHQFHV
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/HDUQLQJ� 2EMHFWLYH�� ([SODLQ� WKH� QHHG
WR�LPSURYH�ZULWLQJ�VWDQGDUGV�IRU�'21
SHUVRQQHO� DQG� UHFRJQL]H� HOHPHQWV� WKDW
FRQWULEXWH� WR� DQ� RUJDQL]HG� ZULWLQJ
VW\OH�

����� )RU� QDYDO� ZULWLQJ� WR� LPSURYH�� ZH
PXVW� RYHUFRPH� ZKLFK� RI� WKH
IROORZLQJ�SHUVRQDO�WUDLWV"

�� +DELW
�� *UDPPDWLFDO�FRUUHFWQHVV
�� ,QHIILFLHQW�ODQJXDJH
�� (DFK�RI�WKH�DERYH

����� ,PSURYHPHQWV�WR�QDYDO�ZULWLQJ�PXVW
EH�LQLWLDWHG�E\�ZKRP"

�� 7KH�6HFUHWDU\�RI�WKH�1DY\
�� <RX��WKH�ZULWHU�DQG�UHYLHZHU
�� 7KH�FRPPDQGLQJ�RIILFHU
�� 7KH�FRUUHVSRQGHQFH�PDQDJHU

����� $V�D�UHYLHZHU��\RX�VKRXOG�WDNH�ZKLFK
RI� WKH� IROORZLQJ� VWHSV� WR� HQFRXUDJH
PRGHUQ�ZULWLQJ"

�� 6WUHVV� FOHDU� ZULWLQJ�� QRW� MXVW
JUDPPDWLFDO�FRUUHFWQHVV

�� 5HTXLUH� ZULWHUV� WR� UHDG� WKH
FKDSWHU� RQ� QDYDO� ZULWLQJ
VWDQGDUGV�SHULRGLFDOO\

�� 5HZDUG� ZULWHUV� ZKR� IROORZ
PRGHUQ�ZULWLQJ�WHFKQLTXHV

�� (DFK�RI�WKH�DERYH

����� 7R� DYRLG� WLPLG� ZULWLQJ�� \RX� VKRXOG
WDNH�ZKLFK�RI�WKH�IROORZLQJ�DFWLRQV"

�� &ORVH� ZLWK� WKH� PRVW� LPSRUWDQW
LQIRUPDWLRQ

�� 2SHQ� ZLWK� WKH� PRVW� LPSRUWDQW
LQIRUPDWLRQ

�� $YRLG�PHUH�FKURQRORJ\
�� %RWK���DQG���DERYH

����� ,Q� WKH�PRVW�VWURQJO\�ZRUGHG� OHWWHUV�
ZULWHUV� KLJKOLJKW� WKH�PDLQ� SRLQW� E\
IRUPDWWLQJ�WKHP�DV�ZKLFK�RI�WKH� IRO�
ORZLQJ�W\SHV�RI�HQWULHV"

�� $V� D� RQH�VHQWHQFH� SDUDJUDSK� DW
WKH�EHJLQQLQJ�RI�WKH�OHWWHU

�� $V� WKH� ODVW� SDUDJUDSK� LQ� WKH
OHWWHU

�� ,Q� SDUDJUDSK� WZR�� DV� D� VHSDUDWH
HQWU\� DIWHU� \RXU� MXVWLILFDWLRQ�
GLVFXVVLRQ

�� $V� WKH� ODVW� VHQWHQFH� RI� WKH� ILUVW
SDUDJUDSK

����� :KHQ� ZULWLQJ� OHWWHUV�� \RX� VKRXOG
IROORZ�ZKLFK�RI�WKH�IROORZLQJ�UXOHV�RI
RUJDQL]DWLRQ"

�� 3ODFH� MXVWLILFDWLRQV� EHIRUH
UHTXHVWV

�� 3ODFH� GLVFXVVLRQV� EHIRUH
FRQFOXVLRQV

�� 3ODFH� WKH� JHQHUDO� EHIRUH� WKH
VSHFLILF

�� (DFK�RI�WKH�DERYH

����� $�JRRG�ZULWHU�SUDFWLFHV�ZKLFK�RI�WKH
IROORZLQJ� ZULWLQJ� WHFKQLTXHV� LQ
SDUDJUDSK�FRPSRVLWLRQ"

�� .HHSV�WKH�ILUVW�SDUDJUDSK�VKRUW
�� 2FFDVLRQDOO\� XVHV� RQH�VHQWHQFH

SDUDJUDSKV�IRU�VSHFLDO�HPSKDVLV
�� $YRLGV�PHUH�FKURQRORJ\
�� (DFK�RI�WKH�DERYH

����� )RU�ZKLFK�RI�WKH�IROORZLQJ�UHDVRQV�LV
WKH�PDLQ�SRLQW�GHOD\HG�LQ�ZULWLQJ"

�� 7R� LQWURGXFH� D� FRQWURYHUVLDO
SURSRVDO

�� 7R�VRIWHQ�EDG�QHZV
�� %RWK���DQG���DERYH
�� 7R�GHDO�WDFWIXOO\�ZLWK�GLIILFXOW�RU

FRPSOLFDWHG�VXEMHFW�PDWWHU
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����� ,Q�WKH�RSHQLQJ�OLQH�RI�D�OHWWHU��VKRXOG
UHIHUHQFHV�WR�HDUOLHU�FRPPXQLFDWLRQV
EH�PHQWLRQHG"��,I�VR��LQ�ZKDW�UHODWLRQ
WR�WKH�PDLQ�SRLQW"

�� <HV�� LQ� FRQMXQFWLRQ� ZLWK� \RXU
PDLQ�SRLQW

�� <HV�� LQ� VXERUGLQDWLRQ� WR� \RXU
PDLQ�SRLQW

�� <HV�� SULRU� WR� PDNLQJ� \RXU� PDLQ
SRLQW

�� 1R

����� 3DUDJUDSKV� VKRXOG� EH� NHSW� WR
URXJKO\� ZKDW� PD[LPXP� QXPEHU� RI
VHQWHQFHV"

�� �����
�� �����
�� ������
�� ������

����� 3DUDJUDSKV� DOZD\V� QHHG� D� WRSLF
VHQWHQFH�

�� 7UXH
�� )DOVH

����� *RRG� ZULWHUV� SODFH� LPSRUWDQW� LGHDV
LQ�ZKLFK� RI� WKH� IROORZLQJ� SDUWV� RI� D
VHQWHQFH"

�� ,Q�WKH�PLGGOH
�� $W�WKH�HQG
�� $W�WKH�EHJLQQLQJ
�� (LWKHU���RU���DERYH��GHSHQGLQJ�RQ

WKH�GHVLUHG�HPSKDVLV

����� 0LQLVHQWHQFHV� RI� VL[� ZRUGV� RU� OHVV
KDYH�ZKLFK�RI�WKH�IROORZLQJ�HIIHFWV�RQ
WKH�UHDGHU"

�� 6ORZV�GRZQ�UHDGHUV
�� (PSKDVL]HV�LGHDV
�� %RWK���DQG���DERYH
�� ,PSURYHV�UHDGHU
V�UHWHQWLRQ

/HDUQLQJ� 2EMHFWLYH�� ,GHQWLI\� WKH
HOHPHQWV� WKDW� FRQWULEXWH� WR� D� QDWXUDO
ZULWLQJ�VW\OH�

����� :ULWLQJ� WKDW�VRXQGV� OLNH�RQH�SHUVRQ
WDONLQJ� WR� DQRWKHU� LV�PRUH� UHDGDEOH
EHFDXVH� UHDGHUV� LQWHUSUHW�ZULWLQJ� LQ
ZKLFK�RI�WKH�IROORZLQJ�ZD\V"

�� %\� PHQWDOO\� DSSO\LQJ� WKH
DFTXLUHG� NQRZOHGJH� DERXW� WKH
VXEMHFW

�� %\� EHFRPLQJ� IDPLOLDU� ZLWK� WKH
ZULWLQJ�VW\OH

�� %\� KHDULQJ� WKH� ZULWLQJ� LQ� WKHLU
PLQGV�DV�WKH\�UHDG

�� %\� ORRNLQJ� IRU� WKH� PRVW
LPSRUWDQW�SRLQWV�DQG�HOLPLQDWLQJ
HYHU\WKLQJ�HOVH

����� :ULWLQJ� LV�PRUH� OLNH� VSHDNLQJ�ZKHQ
\RX�XVH�ZKLFK�RI�WKH�IROORZLQJ�W\SHV
RI�ZRUGLQJ"

�� 3HUVRQDO�SURQRXQV
�� (YHU\GD\�ZRUGV
�� 6KRUW�VHQWHQFHV
�� (DFK�RI�WKH�DERYH

����� <RX�DUH�GHVFULELQJ�\RXU�FRPPDQG�RU
RIILFH�DQG�ZLVK�WR�DYRLG�EHLQJ�YDJXH�
:KDW�SHUVRQDO� SURQRXQV�VKRXOG� \RX
XVH"

�� �:H����XV���DQG��RXU��RQO\
�� �:H����XV����RXU���DQG��WKLV��RQO\
�� �,W����WKH���DQG��WKLV��RQO\
�� �:H����XV����RXU����LW����WKH���DQG�

�WKLV�
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����� 7KH� VHQWHQFHV� WKDW� JLYH� GLUHFWLRQV
OHDG�ZLWK�ZKDW�SDUW�RI�VSHHFK"

�� 6XEMHFW
�� 1RXQ
�� $GMHFWLYH
�� 9HUE

����� $IWHU� LVVXLQJ� D� GLVWUHVV� FDOO�� WKH
�SODQH�� ODQGV� VDIHO\� DERDUG� WKH
FDUULHU�� � :KLFK�� LI� DQ\�� RI� WKH
IROORZLQJ� ZRUGV� VKRXOG� \RX� XVH
LQVWHDG�RI��SODQH�"

�� )�$���
�� $LUFUDIW
�� $LUSODQH
�� 1RQH�RI�WKH�DERYH
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�������������������:RUGV�����������������������:RUGV

����� 2SWLPXP��������������������3D\

����� 1HYHUWKHOHVV ����,

����� 7KH�XQGHUVLJQHG ����%HVW

����� 5HPXQHUDWLRQ ����6WLOO

����� $OO� ZULWHUV� WU\� WR� LPSUHVV� UHDGHUV�
7KH�EHVW�GR�LW�WKURXJK�ODQJXDJH�WKDW
GRHVQ
W�FDOO�DWWHQWLRQ�WR� LWVHOI��:KHQ
ZULWLQJ��\RX�VKRXOG�ZULWH� WR�H[SUHVV
QRW�LPSUHVV�

�� 7UXH
�� )DOVH

����� &RQWUDFWLRQV�DUH�XVHG�LQ� OHVV� IRUPDO
ZULWLQJ� VLWXDWLRQV� DQG� IRU� IRUPDO
GUDIWV��7KHLU�XVH� LV�UHFRPPHQGHG�LQ
FHUWDLQ� VLWXDWLRQV� IRU� ZKLFK� RI� WKH
IROORZLQJ�UHDVRQV"

�� 7KH\�KHOS�\RX�ZULWH�QDWXUDOO\
�� 5HDGHUV� DUH� OHVV� OLNHO\� WR� VNLS

RYHU��QRW��ZKHQ�LW
V�FRQWUDFWHG
�� %RWK���DQG���DERYH
�� 7KH\� FRQWULEXWH� WR� D� FRPSDFW

ZULWLQJ�VW\OH

����� 6KRUW� VHQWHQFHV� FDQ� EH� PL[HG� ZLWK
ORQJ�VHQWHQFHV�IRU�YDULHW\���:KLFK�RI
WKH� IROORZLQJ� VWDWHPHQWV� LV� FRUUHFW
FRQFHUQLQJ�WKH�XVDJH�RI�VHQWHQFHV"

�� 6KRUW�VHQWHQFHV�JXDUDQWHH�FODULW\
�� 6HQWHQFHV� VKRXOG� QRW� H[FHHG� ��

ZRUGV
�� %RWK���DQG���DERYH
�� 6KRUW� VHQWHQFHV� DUH� XVXDOO\� OHVV

FRQ�IXVLQJ�WKDQ�ORQJ�RQHV

����� :KLFK� RI� WKH� IROORZLQJ� VWDWHPHQWV
VKRZV�PRUH�HPSKDVLV"

�� 5HTXHVW�\RX�QRWLI\�WKLV�FRPPDQG
DV� WR� ZKHWKHU� WKH� PHHWLQJ� KDV
EHHQ�FDQFHOHG

�� ,W� LV� UHTXHVWHG� WKDW� \RX� OHW� XV
NQRZ� ZKHWKHU� WKH� PHHWLQJ� LV
FDQFHOHG

�� +DV�WKH�PHHWLQJ�EHHQ�FDQFHOHG"
�� 1RWLI\� WKLV� FRPPDQG� RQ� WKH

VWDWXV�RI�WKH�PHHWLQJ

����� )RU� D� SHUIRUPDQFH� HYDOXDWLRQ� WR� EH
HIIHFWLYH�� LW� VKRXOG� SUHVHQW�ZKLFK� RI
WKH� IROORZLQJ� W\SHV� RI� LQIRUPDWLRQ
DERXW�WKH�SHUVRQ"

�� :KDW� WKH� SHUVRQ� GLG� DQG� KRZ
ZHOO�KH�RU�VKH�GLG�LW

�� :KDW�WKH�SHUVRQ�IDLOHG�WR�GR�DQG
ZK\�KH�RU�VKH�IDLOHG�WR�GR�LW

�� :KDW� YDOXH� WKH� FRPPDQG�SODFHV
RQ�WKH�SHUVRQ

�� :KDW�YDOXH�WKH�SHUVRQ�SODFHV�RQ
WKH�FRPPDQG
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����� 7KH� WRQH� RI� D� OHWWHU� VKRXOG� EH
QHXWUDO�� � :KLFK� RI� WKH� IROORZLQJ
HOHPHQWV� GRHV� 127� FRQWULEXWH� WR
QHXWUDOLW\"

�� &RXUWHV\
�� 6XJJHVWLRQV�LQ�WKH�WH[W
�� :DUPWK� WKURXJK� WKH� XVH� RI

SHUVRQDO�SURQRXQV
�� 'LUHFW�RUGHUV�LQ�WKH�WH[W

����� 0RVW�OHWWHUV�WKDW�JLYH�D��QR��DQVZHU
QHHG� � VRPH� � H[SODQDWLRQ�� EXW� �\HV�
DQVZHUV�VHOGRP�QHHG�DQ�H[SODQDWLRQ
EHFDXVH�UHDGHUV�JHW�ZKDW�WKH\�ZDQW�

�� 7UXH
�� )DOVH

����� :KLFK� RI� WKH� IROORZLQJ� DSSURDFKHV
VKRXOG�\RX�XVH�WR�VRIWHQ�D�OHWWHU�WKDW
SUHVHQWV�EDG�QHZV"

�� 1HYHU�XVH�SHUVRQDO�SURQRXQV
�� %H� WDFWIXO� DQG� XVH� D� SRVLWLYH

DSSURDFK
�� *HW� ULJKW� WR� WKH� SRLQW�� QHYHU

GHOD\�WKH�DQWLFLSDWHG�EDG�QHZV
�� (DFK�RI�WKH�DERYH

/HDUQLQJ�2EMHFWLYH�� ,PSURYH�ZULWLQJ� VNLOOV
E\� XVLQJ� FRPSDFW� ZULWLQJ� DQG� DFWLYH
ZULWLQJ�WHFKQLTXHV�

����� :KLFK�RI�WKH� IROORZLQJ�W\SHV�RI�UHYL�
VLRQV� VKRXOG� UHVXOW� LQ� FRPSDFW
ZULWLQJ"

�� 7LJKWHQLQJ� SDUDJUDSKV� LQWR� VHQ�
WHQFHV

�� 0DNLQJ�FODXVHV�LQWR�SKUDVHV
�� 6WULNLQJ�LGHDV�HQWLUHO\
�� (DFK�RI�WKH�DERYH
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����� ,W�LV�QHFHVVDU\ �� :H�UHFRP�
����������WKDW�\RX������������������������������PHQG

����� ,W�LV�WKH�UHFRP� �� <RX�QHHG�WR
�����������HQGDWLRQ�RI�WKLV�����������������RU�\RX�PXVW

RIILFH
�� &OHDUO\

����� ,W�LV�P\�LQWHQWLRQ
���������������������������������� ,�LQWHQG

����� ,W�LV�DSSDUHQW�WKDW

����� :KLFK� RI� WKH� IROORZLQJ� ZRUGV� KDYH
WKH�VDPH�PHDQLQJ�DV��LQ�DFFRUGDQFH
ZLWK�"

�� �)RU��RU��WR�
�� �3HU��RU��IROORZLQJ��RQO\
�� �8QGHU����SHU���RU��IROORZLQJ��RQO\
�� �8QGHU��� �IROORZLQJ��� �E\��� RU

�SHU�

����� :KDW� LV� WKH�PRVW� LPSRUWDQW� SDUW� RI
VSHHFK�LQ�D�VHQWHQFH"

�� 1RXQ
�� 9HUE
�� $GMHFWLYH
�� 3URQRXQ

����� $GGLQJ�WKH�HQGLQJV���LRQ��RU���PHQW�
WR� VRPH� YHUEV� FKDQJHV� WKHP� LQWR
ZKLFK� RI� WKH� IROORZLQJ� SDUWV� RI
VSHHFK"

�� 3URQRXQ
�� 9HUE
�� $GYHUE
�� 1RXQ



��

����� 7R� DYRLG� ZRUG\�� URXQGDERXW�� DQG
VRPH�WLPHV� FRQIXVLQJ� ZULWLQJ�� \RX
VKRXOG� XVH� D� ZKR�GRHV�ZKDW� RUGHU�
%\� OHDGLQJ� ZLWK� D� GRHU�� \RX� ZLOO
DXWRPDWLFDOO\�DYRLG�ZULWLQJ�LQ�ZKLFK
RI�WKH�IROORZLQJ�VW\OHV"

�� 3DVVLYH
�� $FWLYH
�� 1DWXUDO
�� %RWK���DQG���DERYH

����� :KLFK� RI� WKH� IROORZLQJ� VHQWHQFHV� LV
DQ�H[DPSOH�RI�DFWLYH�ZULWLQJ"

�� /HWWHU� IRUPDWV� FDQ� EH� YLHZHG� LQ
WKLV�PDQXDO

�� /HWWHU� IRUPDWV� DSSHDU� LQ� WKLV
PDQXDO

�� /HWWHU� IRUPDWV�DUH�VKRZQ� LQ� WKLV
PDQXDO

�� /HWWHU� IRUPDWV� DUH� IRXQG� LQ� WKLV
PDQXDO

����� 8QGHU� ZKLFK� RI� WKH� IROORZLQJ
FLUFXPVWDQFHV� LV� WKH� XVH� RI� SDVVLYH
ZULWLQJ�DSSURSULDWH"

�� :KHQ� WKH� GRHU� LV� XQNQRZQ� RU
XQLPSRUWDQW

�� :KHQ� WKH� GRHU� LV� REYLRXV� RU
EHWWHU�OHIW�XQVDLG

�� %RWK���DQG���DERYH
�� :KHQ� LQ� GRXEW�� DOZD\V� ZULWH� LQ

WKH�SDVVLYH�YRLFH

����� :KLFK�RI� WKH� IROORZLQJ� LV�D� UHVXOW� RI
XVLQJ�DFWLYH�YHUEV�LQVWHDG�RI�SDVVLYH
YHUEV"

�� $�PRUH�FRQFLVH�ZULWLQJ�VW\OH�WKDW
JXDUDQWHHV�FODULW\

�� $� GLUHFW� XQGHUVWDQGLQJ� RI� ZKR
GRHV�ZKDW

�� *UHDW� VDYLQJV� LQ� WKH� QXPEHU� RI
ZRUGV�XVHG

�� (DFK�RI�WKH�DERYH
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